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SAN  rnANCisco 

^  PUBt."  :   LIBRAr^Y 

Durins  tho  fiscal  yoar  1949-50  tho  recruitment  procraa  of   _I_J 
of  the  Civil  Sorvice  Cosvnisoion  continued  at  the  hi^h  postwar  lovol. 
There  wore  272  olir^ble  lists  adoptod  durinjx  the  yoar  as  a  result  of 
the  administration  of  213  ontrcmco  oxanilnationa  and  54  prosotivo 
•xaainationa.  There  were  a  total  of  21,2B2  applications  filed  in 
these  exaninations  and  7»526  of  the  applicants  achieved  placea  on 
elij^iblo  lists* 

At  the  end  of  the  fiscal  year  It  appeared  that  the  rocruitacnt 
proble:::9  rosultin-;  froa  World  War  II  had  been  fairly  woll  met  and 
that  henceforth  Ute  Co3udsulon  «rould  bo  in  a  position  to  conduct  its 
•xacsination  pro(^a:3  on  a  current  basis.  As  of  July  1,  1950  civil 
service  eligible  lists  were  available  for  all  porioanent  positions  in 
all  but  6   cunioipal  classifications,  xia.-:;oly,  uegistored  I^'urscs,  Social 
Service  -orkors,  Librarians,  Playground  Directors,  Physiotherapists, 
Clinical  Laboratoxy  Technicians,  Assistant  Clinical  Laboratory  Tech- 
nicians, and  Tabulating  ilachino  Operators.  However  tho  prooont 
international  situation  necossitatinc;  all-out  defense  preparations 
has  already  indicated  a  carked  chan£;o  in  the  field  of  recruiting;. 
Properly  qualified  personnel  already  are  in  short  supply  in  several 
additional  classifications. 

Anticipating  more  intense  and  difficult  rccruitaent  problenis, 
the  Coa-tiission  has  requested  and  the  Board  of  Supervisors  has  approved 
the  subaisoion  of  a  charter  asondaont  which,  if  approved  by  the 
electorate  v/ill  perait  the  ad.-ainistration  of  limited  tenure  exo^-nina- 
tions  during  the  critical  periods  when  a  national  e.2er:;oncy  exists, 
or  w^en  co:3pulsox*y  ailitary  cez^ico  or  training  is  in  effect. 

During  1949-50  the  Cosiai salon  undertook  tho  seventh  general 
auryoy  ^^f?  wa^e  ratos  vdLthin  the  last  ei^^ht  years  for  classifications 
of  municipal  enjployacnts  covered  by  section  151  of  the  charter.  The 


poport  of  the  Bulary  and  wa/30  eurv€>y  wlilch  was  submitted  by  tho  Coa- 
mlssion  to  tho  Hoard  of  Suporvloora,  In  tho  main.  Included  only  wa^e 
data  collcctod  froa  other  public  Juriadlctlons  In  thlo  State,  Tho 
exclusion  of  wa^o  data  froa  px'ivato  cr.ploy:^ont  wao  due  to  tho  with- 
drawal of  ouch  data  by  10^  of  tho  1^0  private  firas  which  had 
originally  cooperated  in  tho  survoy*  Tho  data  waa  withdrawn  bocauoo 
of  a  court  ordor  requiring  tho  Cocisiiacion  to  disclose  tho  private 
Oitployora*  wa^e  policies  and  wa^^e  rates  which  had  previously  boon 
collected  under  a  pledge  of  confidence  as  to  tho  eourco  of  tho  specific 
wa^o  data*  Tho  litigation  was  initiated  by  sono  500  city  oaployooa 
(Davenport,  et  al«  va*  City  and  County  of  San  Francisco,  ot  al.}.  Tho 
Cotanicsion^s  survey  report  to  tha  Board  of  Suporvisoro  contained 
reconusendations  for  increases  for  approxis:atoly  5IOO  c::ployeos  at  a 
total  annual  cost  of  vB53»O00«  Tho  recon^siendationa  of  tho  Civil  Ser- 
vice Consission  were  rejected  and  Instead  tho  Board  of  Suporvicora 
approved  a  salary  standardisation  ordinance  which  inccrpor/itted  aalar/ 
Incroaees  providing  an  Sfj  increase  for  er.ployeoa  whose  aaxina':  salary 
ranges  were  xu:dor  <t^500  per  aonth  and  a  6^  incroase  for  those  ornployecs 
whose  naxinun  salary  ranges  were  between  4500  and  4^33  P^i^  Qonth.  Tho 
aalary  standardisation  ordinance  provided  increases  for  approximately 
7»100  employees  at  a  total  annual  cost  of  approxinately  v2,151fOOO» 
The  aalary  standardization  ordinanco  adopted  by  tho  Doard  of  Super- 
visors was  coado  tho  subject  of  a  refer^ndua  and  it  was  defeated  by  tho 
voto  of  tho  people  at  the  election  hold  on  June  6,  1950.  Thus,  of 
necessity  tho  wage  scliedules  effective  throu^^h  tho  fiscal  year  1949-50 
have  continued  in  effect  for  the  fiscal  year  1950-51« 

In  accordanco  with  the  provisions  of  section  151 #3  of  the 
charter,  the  Conraission  certified  to  the  Board  of  Supervisors  new  wago 
rates  for  esiployees  in  various  crafts,  rates  of  pay  for  which  aro 
fixed  In  accordance  with  collective  bargaining  af^roeraonts  in  private 
•aploycent*  These  increases  applied  to  1,044  craftsmen  and  aeountcd 


to  $215,957.  In  addition,  It  la  estimatad  that  ■^■iZLgQ   Inoreascs  foi* 
scTia  2500  pl?.tfora  eraployoes  of  thd  Municipal  Railway,  co.-spensotlons 
Tor  vchilch  under  section  151.3  of  th*  charter  are  rixcd  at  ta« 
av9ra£;e  of  the  tv.o  highest  va^ie  r&tes  la  California  for  such  servio«, 
will  amount  to  v-115)220« 

Pursuant  to  the  interpretation  07  the  courts  of  section  151*3 
of  the  charter  the  city  and  county  put  into  effect  as  of  July  1,  1950 
for  tho  various  craXtsuan  employed  by  the  city,  all  of  the  wago  and 
work  cchedulo  provisions  of  t^»0  respective  collective  bargaining 
a^ecnicnts  in  private  enploynent*  Failure  to  submit  a  charter  amend* 
nent  at  tho  June  1950  election,  wiiich  woxild  havo  ponsittcd  thu  Doard 
of  Supervisors  to  establish  unifora  work  schedules,  holiday  and 
premium  pay  conditions  for  all  craftsaon  eaployed  by  the  city,  has 
resulted  in  confusion  and  In  extra  cost  of  vrago  administration  for 
such  crafts  as  well  as  reducing  the  earnings  of  uany  groups  of  such 
employees.  Hew  problems  are  continually  arising  because  of  this 
lack  of  uniforTidty  and  consequent  apparent  inequities.  It  is  to  be 
hoped  that  soae  solution  of  this  situation  can  be  found. 


CIVIL  S£FIVIC£  COMT-'ilGSlON 
July  1,  1950  to  Juno  30,  1951 

As  of  July  1,  1951  thoro  aro  16,657  peraonont  positions  and 
officoa,  oxcludinc  cortlficatod  personnel  of  the  Board  of  education, 
«8tabliched  in  tho  mmu^  salai^  ordinance  with  annual  payrolla 
anounting  to  approxL-nately  (^,000,000.  In  addition,  thoro  are  oub* 
stantial  nujsboro  of  tcnporcry  and  intoraittont  eaployraenta  for  which 
additional  appropriations  are  ciado.  Practically  all  of  thoca  onploy- 
conts  ars  eubjoct  to  civil  eervico  examinations •  I>ot  coro  than  600 
of  thea  aro  oxoopt*  Practically  all  of  then,  excluding  neabers  of  tho 
Police  and  Fir©  Depart.:ionts,aro  subject  to  tho  provisions  of  either 
Section  151  or  Section  151*3  of  the  Charter  for  oalary  ad-ainistratlon. 

Tho  duty  of  adL-ainisterins  thoso  employments  as  provided  by 
the  charter  and  for  tho  benefit  of  tho  service  and  tho  consn^unity 
in;poses  a  ^roat  rcGponclbillty  on  tho  ncabers  and  staff  of  tho  Civil 
Service  Connicsion*  Cixi-l  eervico  or  tho  n:orit  Eystca  io  established 
to  aocuro  an  equitable  personnel  adoinlstratlon  •  equitable  to  tho 
eraployco  and  to  tho  public,  and  to  promote  an  ofiicient  eervico.  Tho 
policies  and  the  rules  of  tho  Civil  Service  CoraaioiJion  aro  created 
within  the  franework  of  the  lavf  and  are  desicr.od  to  fodlitato  tho 
full  operation  of  the  principles  of  appolntrsont,  retention  and  pro- 
motion within  the  eervico  on  tho  basis  of  aerit,  and  merit  alone* 

Tho  activities  of  the  Cooaisuion,  which  affect  in  ono  way 
or  another  practically  Qvary  employee  and  all  dcpartsionta  of  tho 
cunicipal  ;:ovcrnnent,  have  been  carried  on  with  diepatch  and  in  a 
manner  calculated  to  irriprovo  ar^  strengthen  pcroonnol  adj-.inistration 
in  accord;ince  with  nerit  systea  principles. 

The  Cor.-sni3sion  has  continued  to  experience  difficulty  in 
recruitin,?;  qualified  e^ploy-oo  for  the  r.ui;iclpr;l  service*  ihcio 

dir  'iciilflfjs    aro  duo  In  InrfC  neniiuro    to   Lho    Incrt^nsed  dcmnnda   n?  the 


rcar^ia-aont  procra'n  v;hlch  is  abaorbing  a   groat  portion  cf  tho  avail- 
able monpovrcr  In  fodoral  c..:ploy:7iont  and  in  the  plants  and  installations 
ongafjcd  in  production  and  dofenaa  activities • 

i^'ith  tho  cxcoptiono  notod,  tho  Cocxai&oion  had  auccccdod 
during  tho  latter  poi't  of  tho  fiocal  year  1949-50  In  replacing  all  of 
the  wartlno  appointees  with  en:ployoca  recruited  under  rcculi;r  civil 
service  procecluros  and  standards •  The  excoptions  wore  nurses, 
cncinccrs  and  a  few  aiccellanooua  technical  clasGlTications* 

Forosooing  the  offoct  of  the  roanaamcnt  pro^jraa  on  tho  labor 
situation  in  this  area,  the  CorjnisDlon  proposed  and  the  Eoard  of 
Supervisors  submitted  at  the  Kovonibor  1950  election  a  charter  a^nendnioat 
under  which,  vdth  the  approval  of  the  Board  of  Supervisors,  the 
Co:ialssiloa  was  authorised  to  roectablish  wartine  or  limited  tenure 
procedures  when  deerjed  advisable.  This  charter  ariCnd^ient  was  approved 
by  the  electorate.  Under  the  authority  of  tho  eraond~cnt  the  recniit- 
Ing  and  c'.ployins  procedures  have  been  very  greatly  speeded  up  to  tho 
point  that  an  applicant  nay  bo  cxasiinod,  qiiallfied,  appointed  and 
aosi(nied  to  duty  i-dthln  a  ciattor  of  days,  or  caT.etiraos  hours,  instead 
of  tho  cjonths  required  under  regular  proccdiiros*  The  Halted  tenure 
procedures  also  per::lt  the  Con^misLilon  to  lower  standards  for  ex- 
perience, tralniOj-:,  education,  physical  fitness,  etc.  for  such  ap- 
pointees without  per-isnant  Irapair-nent  to  the  service  sinCs.'  these 
United  tenure  appointees  do  not  acquire  pemanont  civil  service  status 
and  nay  be  replaced  at  any  tlsio  by  regular  civil  service  appointees. 
Pursuant  to  the  charter  anjeadnent,  the  Corsalasion  has  announced  and 
held  131  United'  tenure  exar^ii nations  during  the  latter  half  of  the 
fiscal  year  1950-51*  'without  the  authority  for  li-iited  tenure  Ci3- 
ploynents,  the  situation  \<ould  unquestionably  have  been  uiuch  niore 
acute  and  the  city  vjould  not  be  able  to  cor^pet©  v;ith  private  industry 
and  the  federal  £0vemnent  as  It  has  in  the  restricted  labor  market. 


According  to  InTorniation  rolcasod  by  govorruncntal  a^onclos, 
the  poa!:   '  cnploynont  duo  to  tho  proparodr.oss  pro^ran  will  not  be 
reached  bofore  tho  end  of  the  calendar  ycar#  It  thorcforo  appears 
probable  that  tho  recruiting  problcn:io  of  tho  axiniclpal  ^.ovonnent 
will  worsen  before  they  are  better* 

In  addition  to  limited  tenure  exanir.ationa  which  only  cot 
under  way  In  FobrUsiry  of  this  year,  tho  Corxricclon  haa  announced  and 
completed  224  re^^J^  exaninatione  including  179  for  entrance  appoint- 
nont  and  45  for  pronotivo  appointr,:ont.  A  total  of  13»^77  applicants 
participated  In  these  examinations. 

Tho  Co:rOTi5cion  alco  coripleted  another  salary  survey  during 
the  year  1950-51  and  rcco'a:ncaded  salary  increases  totallinfij  approxl- 
matoly$3»300,00O  for  tho  COOO  CTiployees  whose  co::iponoationo  are 
subject  to  tho  provisions  of  Section  l$i  of  the  Charter*  Duo  to 
pending  litigation  which  nay  require  tho  Conaisoion  to  identify  the 
source  of  all  vrar^e  data  collected  in  these  surveys,  the  n^^oater 
aajority  of  private  or:ployerfi  who  had  cooperated  -.tflth  the  Coraaission 
in  oarllor  surveys  rofusoito  supply  wage  data  in  the  1950-51  survey. 
As  a  result  the  Cor^ssion  entered  into  a  contract  vdth  the  Bureau 
of  Labor  Statistics  of  tho  United  States  Departsont  o£  La'.or  under 
which  tho  Bureau  conducted  a  survey  of  rates  of  pay  in  local  private 
employrTicnt.  The  Bureau's  fiiidin^js  wore  transrsitted  to  the  Civil 
Service  COv^iniiRsion  vdthout  dlsclosinr;  the  source  of  tho  wa^o  data, 
and  these  data  vfore  used  by  the  Coaaisoion  In  for.-aulatln2  its 
rccomnondations  to  the  Board  of  Supervisors* 

Tho  CocKuiscion  has  also  initiated  sir.ilar  arran^eaents  for 
tho  survey  about  to  be  under  taken  for  the  1951-52  survey. 

The  municipal  {^vcrnnont  has  continued  to  keep  v;aco  rates 
of  its  eaployecs  in  general  a;coird  with  rates  prevailing  elcev.here 
in  the  State  for  comparable  service.  Salaries  cf  aunicipal  err*ploy£C3 
whose  compensations  are  43ubjcct  to  Section  153   ^f  tho  i;^.arter  have 
been  revised  six  tlaos  since  19^^2-4^.  l.'o  rcviEiono  v.-cre  cade  in  tho 


tho  year  1946-47»  la  a  survey  cunductod  during  1949-50,  tho 
Coaalcsion  rocorjnondod  approKlnatcly  Cl,000,000  in  Increases,  but 
the  rccoraicndations  of  tha   Hoard  of  Guporvioors  follov-'ln^  the 
report  of  tho  Civil  Sorvlco  Connlc^ion  wore  cubuiittcd  to  rcforonduii 
and  tho  waf.o  schodulos  adopted  b/  tho  Doard  of  Suporvisoro  wero 
rojoctod* 

It  is  ostiaatod  that  the  avoro^®  vnr;o  in  the  nunicipal 
^ovomr.ont  in  the  years  procodin^  tho  lato  war  was  approximately  0165 
per  conth.  Tho  present  avoraso  wa^o  is  eott'sated  to  be  approximately 
<i300  per  Gionth«  Tho  present  avcraso  v/ac©  In  the  municipal  cervlco 
is  about  equal  to  if  not  slightly  higher  than  the  currently  prevail-* 
ins  averaijo  l.a  the  j:::tatQ  service  and  in  the  Los  Angeles  City  eorvico. 
Other  larg;o  public  juriedictioriS  in  this  State  are  some;.iiat  lo  —r. 

yago  increaaos  for  eraploynienta,  corapenoattons  for  vjSiich  ere 
governed  by  Section  151 #3  of  tho  Charter,  were  recosaeaded  and 
approved  by  the  Board  of  Gu?en.''icoro  for  so.xo  4000  enployoca  and 
totaled  approjsiraatoly  ^1,275,000«  These  includo  craftsmen  nuir^berlng 
about  20GO  for  which  approxinrately  ^700,000  was  rocor::-aondod,  and 
souie  2000  platfor:Ti  enployoca  for  v-^oa  approximately  ^1575, 000  was 
reco^ancnded*  The  charter  provides  that  the  craft a::aen  shall  recoiv* 
In  the  raunicipal  service  tho  ratca  of  pay  fixed  in  the  collective 
barsalr.ing  acrooaonts  in  private  eaployraonts,  and  tliat  platfora 
eaployeos  shall  be  paid  an  amou  nt  equal  to  the  averario  of  tho  two 
hif^hest  wa~o  schedules  on  street  railway  systems  in  this  Gtato, 

The  CosKdonion  v-ras  faced  with  nu-ueroua  iscues  at  liti£ation 
in  tho  courts*  .  Several  of  these  cases  involved  clair:;s  for  back  pay 
duo  under  tho  provisions  of  Section  151 O  of  tho  Charter,  which 
Section  was  interpreted  by  the  courts  in  tho  Ada'as  vs.  V.olff  liti^a- 
ticn»  Follo'.Tlns  tho  outcoao  of  this  litigation  several  groups  of 
e:::ployccs  v:hoco  con:pcnsatlon  had  boon  fixed  thereunder,  filed  suits 
for  back  pay  adjustments  purauant  to  tho  general  findincc  of  tho 
ccurt  in  the  kdz-^.c   litl;-itlor..  Tho  r.cn  h-id  been  p-ild  in  accord 


with  tho  City  Att,orney«s  intorprotatlon  of  tho  Charter  Section,  but 
not  in  accord  ulth  tho  coui*t*s  subsequent  doterjiination  in  tho 
Adano  case* 

Tho  rul^,w  and  clascification  plan  of  tho  Civil  Gorvico  Coa* 
nlc:,lon  wero  roviev;cd,  roprintod,  and  aade  availa^Xo  for  goaoral 
dietrlouticn  at  cost* 

A  statcdont  cho'.ving  tho  appropriations  for  othar  than 
personal  sorviCQs  and  the  anount  actually  oxpondod  follows: 

Fees  and  Special  Conpen&atica    %   5,725«00  %    3,^15*00  w^r.c^o 

Contractual  Sorvlcos     -?-^*/^^   5,735.00  7,453.03  Supp.App.Cl700 

:%torials  and  Gupplios    ic:f  ■      5,950.00  5,943*92  /fv^/:tX/ 

Equip:aent              /  7  4  ^  '  2,005»CO  1,966#00  '  <?"  /  4 ,  6  J 

Fixed  Charges            '''7'    ?17»00  412,00   ^/7. 

Services  of  Other  Departnents  -  ^ ~  1,650.00  Tranafarred  cut 

f'o  record  yet) 
Salary  Survey  />i'<?'^'   12,500,00    10,443.71   1^  ^  ^   /     ^ 


6  l^^tof 

~j       »      y       /    ^      /■ 
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^'-^^  Ci^;iL    SKRViCE    CO.Tr[S3lOM  MAY  24 1965 

JULY  1.  IQSl  TO  JUNS  3^.  195:^ 

EXAMIN-\TIO?IS: 

As  has  been  the  case  ainco  hostilities  occurred  in  Korea,  the 
Civil  Service  Coamission  continued  to  experience  serious  difficulty 
in  the  recruitnent  of  qualified  caployees  for  the  municipal  service. 
In  spite  of  the  lack  of  qualified  applicants,  the  Coramission  retained 
the  policy  \\rhich  had  been  follovjod  since  V/orld  War  II,  of  not  reducing 
standards  of  enploynent  in  tho  regular  civil  service  examination 
prosran.  The  Conmission  rather  turned  to  the  limited  tenure  examina- 
tion prosJ^am  to  recruit  the  best  available  help.  Such  limited  tenure 
appointments  could  be  made  without  risking  penaanent  impairment  to 
the  city  service  since  limited  tenure  appointees  do  not  acquire 
permanent  civil  service  status.  As  was  pointed  out  in  previous 
reports,  without  the  authority  for  limited  tenxxre  appointments,  tho 
situation  would  have  indeed  been  acute, for  the  city  v;ould  not  have 
been  able  to  compete  \f±th  private  industry  and  the  Federal  Govern- 
ment in  the  restricted  labor  market  and  still  maintain  employment 
standards.  As  of  the  present  writing,  the  information  that  has 
recently  appeared  in  the  press  concerning  increased  activity  at  our 
local  shipyards  would  indicate  that  the  recruiting  problems  caused 
by  a  tight  labor  market  are  apt  to  be  v/ith  us  for  some  time  to  come. 

During  the  fiscal  year  tho  Civil  Service  Commission  held  the 
follov.'ing  number  of  examinations:  (Kote:  The  distinction  between 
the  limited  tenure  regular  examinations  and  limited  tenure  general 


bulletins  is  that  tho  linited  tenure  gonoral  bulletin  covers  classiTi- 

cations  v;horo  applicants  are  subjected  only  to  an  intorvicv;  to 

determine  their  qualifications,  ivhcroas  under  regular  limited  tenure 

bulletins  inforaal  written  qualifying  oxaainations  are  hold  at  stated 

times.  In  both  cases  applications  are  taken  as  long  as  tho  needs  of 

the  service  require.) 

Type  of  Exanination    Ho.  of  Exaoina-   Total  number    Total  nuaber 
————_————.—   tions  Hold       of  g.pplicnnts   of  clip-iblea 

PUOMOTIVa 

(regiular  civil  service)      3 3  939  433 


(rcgiilar  civil  service) 

153 

92ia 

2966 

LiMiTi^D  ti:i:ur2-regul;\r 

(51  classifications) 

616 

$422 

4355 

LIMITED  TliirJRE-GEIffiRAL 

BULLETINS 

(96  classifications) 

1130 

969 

TOTAL:  1007         19709  ^723 

As  an  illustration  of  tho  recruiting  probleaa  faced  by  the  Commis- 
sion, the  experience  vdth  the  linited  tenure  examination  program  for 
operators  for  the  I'lunicipal  Railv;ay  is  of  interest.  As  of  July  1,  1951 
the  actual  working  force  of  operators  on  the  liunicipal  Railv;ay  was 
2,023,  During  the  entire  year  limited  tenure  examinations  were  hold 
weekly  and  123 0  applicants  passed  the  civil  survico  qualifying  written 
examination.  (Appointment  was  still  subject  to  passing  a  satisfactory 
physical  examination  and  driving  test.)  Dxiring  the  year  603  limited 
tenure  eligibles  were  actually  appointed  to  the  position  of  operator* 


There  wore  also  a  nuaber  of  other  appointacnto  made  fron  re^xilar 
civil  service  lists  when  eli^iblcs  who  had  been  under  waiver  of 
appointment  withdrew  such  waivers.  During  the  year  a  total  of  712 
limited  tenure  and  regular  civil  service  appointees  left  their 
positions  for  various  reasons.  The  net  rosxolt  was  that  at  the  end 
of  the  year  there  was  a  total  working  force  of  19S1,  or  42  less  than 
the  working  force  at  the  beginning  of  the  yoari 

CL'.S3IFICi':TI0r.'  Mm   PAY: 


During  the  year  the  Classification  and  Pay  Division  continued 
its  v;ork  of  investigating  the  duties  of  new  positions  and  reviev/ing 
the  duties  of  e  stablichcd  positions  where  question  was  raised  concern- 
ing classification,  and  reconisending  the  allocation  of  such  positions 
to  their  proper  classifications.  This  included  the  investigation  of 
the  duties  of  103  new  positions  approved  in  the  budget,  and  aaendaonts 
to  the  classification  plan  involving  approximately  65  other  positions • 
Investigation  was  also  made  of  the  duties  of  104  positions  in  the 
California  Street  Cable  Railroad  and  re commendation  was  made  for  the 
blanketing  in  of  these  eaiploymcnts  on  January  7,  1952«  In  connection 
with  the  classification  v;ork,  oO  salary  ordinance  amendments  were 
prepared  for  the  Eoai'd  of  Supervisors'  approval. 

The  Classification  and  Pay  Division  conducted  salary  surveys 
covering  Sl60  positions  subject  to  Sections  151'  and  151*1  of  the 
Charter;  2060  positions  covered  by  collective  bargaining  agreements; 
and  26Z;0  positions  of  platform  personnel.  These  latter  two  are  covered 


by  the  provisions  of  Section  151 -S  of  the  Charter.  A  report  and 

recomacndation  was  also  prepared  for  the  Board  of  Supervisors 

establishing  v;asQ  rates  for  public  contract  vjork  under  Section  9^ 

of  the  Charter. 

The  survey  covering  positions  subject  to  Sections  151  and  151.1 

of  the  Charter  was  completed  in  cooperation  with  the  Federal  Bureau 

of  Labor  Statistics,  This  bureau  conducted  the  survey  of  rates 

paid  to  44  classifications  in  200  local  private  firsis*  The  Civil 

Service  Commission  staff  conducted  the  survey  of  39o  classifications 

in  nine  public  Jurisdictions  in  the  State  of  California.  The 

municipal  govornnent  has  continued  to  inaintain  wage  rates  of  its 

employees  in  general  accord  with  rates  prevailing  elsewhere  in  the 

State  for  comparable  services.  Salaries  of  municipal  eaployecs 

whoso  conpensations  are  subject  to  Section  151  of  the  Chai^tor 

(administrative,  clerical,  etc.)  have  boon  revised  seven  times  since 

1943*'44«  The  Commission  has  recommended  salary  increases  as  herein 

indicated}  ^ 

Estimated  Increased  Cost  of 
Adjusted  Compensation  Schedules 
(occlusive  of  retlrcnont  corr.r.) 


Effective  Effective 

July  1.  1051         July  1.  195;> 


Sections  151  and  151.1  of  the 
Char'oer  (Adoinistrative,  clerical, 
etc.) 


ITuaber  of  classifications  increased    575  519 

Ilusiber  of  positions  increased       7|99o  .  6,5^5 

Cost  of  increases  ^3, 312, 612,       ^1,377,  04S. 


The  ostimated  incrsased  cost 2  of  increases  granted  by  the  Board 
of  Supervisors  to  crafts  and  platform  personnel  under  the  provisions 
of  Section  151  #3  aro  as  follov;s; 


Estimated  Increased  Cost  of 
Adjusted  Coupensation  Schedules 
(o"clr.r.ivo  of  rotire'nent  costs) 


Crafts t 

Kusber  of  classifications 
increased 

Number  of  positions  increased 
Cost  of  increases 

Railway  Platform  Personnel: 
Number  of  positions 
Cost  of  increases 


Effective 
July  1.  1??; 


126 

2,031 
06OS,l63 


Effective 
July  1.  1952 


123 

2,091 

v609,5l6 


*2,545 
653,U2 


*2,639 
$1,231,546 


*Total  established  positions. 


Based  on  the  last  salary  survey  covering  positions  subject  to 
Sections  151  and  151.1  of  the  Charter,  the  Civil  Service  Coauission 
recoainended  to  the  Board  of  Supervisors  increases  for  adainistrative 
and  executive  positions,  but  the  Board  of  Supervisors,  with  few 
exceptions,  rejected  the  rcconaonded  increases.  Thirty  top  executives 
have  not  received  any  salary  Increases  since  1943. 
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OTHER  ACTIVITI'-.St 

During  tho  fiscal  yoar  3155  requisitions  \irare  received  to  fill 
vacancies  in  permanent  positions.  1749  permanent  certifications 
were  made  of  eligibles  on  regular  civil  service  lists  and  1525 
permanent  certifications  were  made  of  eligibles  on  limited  tenure 
eligible  lists,  or  a  total  of  3274  permanent  certifications  (the 
excess  of  the  number  of  certifications  over  requisitions  received 
is  largely  accounted  for  by  the  fact  that  vdien  an  eligible  on  a 
regular  list  is  available  for  appointment  to  replace  a  limited 
tenure  appointee,  the  sane  requisition  is  used.) 

During  the  year  the  records  of  the  Civil  Service  Commission 
indicate  the  follo;ving  number  of  separations  of  regular  permanent 
civil  service  appointees: 


Resignations 

651 

Relinquishments 

220 

Dismissals 

34 

Probationary  Appointments  Terminated 

191 

Retirement 

349 

Deaths 

102 

Layoffs 

^4 

1593 


During  the  year  163  employees  were  granted  militaxy  leave  for  a 
period  of  less  than  30  days  and  52  employees  were  granted  military 
le^ve  for  an  extended  indefinite  period. 
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A  stateauoat  shov;ing  the  appropriations  for  othar  than  porconiil 
services  and  the  amount  actually  osq^ended  follov/s: 


AnproT-'?.  '>tion 

ExDp,nclitnro 

Fogs  and  Special 
Compensation 

O4225. 

^2235.40 

Contractual  Services 

7740. 

7691.49 

Materials  and  Supplies 

6055. 

5924.4s 

Equipment 

1790* 

1916.03 

Fixed  Charges 

417. 

417. 

Salary  Sur:?ey 

12500 

12294.05 
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Septombor  11,  1953 


Honorable  Elmer  £•  Robinson 

City  Hall 
San  Fr«r.cisco 

Daar  2Ac*   Jtayor: 

This  is  in  resporise  to  your  raqxiest  of  August  3,  1953  for 
a  report  concemins  tbo  activities  of  this  department  for  the  ficcal 
yoar  1952-53- 


Corpnri^pn  of  Expand itures  for  rII  Apr-rptir  1  p. t. long  /other  thin 

Pcr-.pr.nl  Servicb^)  vd.th  pri.r:ir;ar'"v'''j.d.p:Gt>  A pnror^rintior.c  for 


Co 

Pd 


Ar^T^rcrriation    Exti^nrlitures 


Fees  and  Soecial  Cor;:T5ensations  $  2,100  4  1,710 

Contractual  Services  7,7S2  7,0o6 

J^atorialc  and  Supplies  6,500  5,667 

£  qui  prxnt  1 ,  210  1 ,  210 

Fixed  Char-;G3  417  417 

Salary  Survey  15,000  14,636 

2»  Rocruitnont; 

Total  Gt'-,ploy:-:cnt  throughout  this  area  continues  at  or  near 
the  ali-ti."e  peak.  Aa  a  consequence  the  Casnicaicn  iias  throu^-zh  the 
year  found  it  difficult  to  obtain  cufficicnt  qualified  personnel  in 
r;any  cla:.7::.ifications  of  esployr-ient  with  the  xisual  standards  of  train- 
in^T;,  experience,  eJucation,  and  physical  fitnoos  even  though  it  has 
increa::cd  recruitncnt  activities,  'whenever  sufficient  porconnel 
v.-ith  the  usual  riini-'niea  qualifications  is  not  available  in  adequate 
cupply,  the  Caa-nisalon  liac  continued  the  policy  of  recruiting  the 
beet  personnel  available  to  it  under  limited  tenure  apnointr^ents . 
7he  policy,  adopted  several  ycarc  a.-c,  of  refusing  to  lov;cr  standards 
for  permanent  or  rc.'^alar  civil  service  status  has  been  risidiy 
-.sintained.  Thus,  through  the  liid.ted  tenure  procedures  eatablished 
in  the  Charter,  the  esccntial  manpower  needs  of  the  service  have 
been  cuppllcd  v.'ithout  lowering  standards  for  civil  service  porcancnt 
appoint.";!  ent. 
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In  so;':^c  clacGifications  of  oniploTrrscnt  v.-hen  lar^e  croups 
of  employees  aro  iindcr  limited  tcntu-G  appointnient;,  cuch  as  platform 
CMploycca,  the  Coru-iiccicn  has  held  ro.^ular  civil  sarvica  cxa,-nina- 
tiona  v:ith  :;p£ciried  r-:ini:nu:;i  rcvaircrriciits  as  to  trair.in.^  and 
exoeriencG  and  thereby  thcso  lir.itcd  tenure  c-:-plcyec3  -Aho  pocoecs 
the  required  ninirr.un  qualifications  have  been  enabled  to  co.r.poto  for 
regular  civil  service  appointi^jent. 

By  reason  of  various  Charter  provisions  a  2-iniJv.n  of  about 
ninety  daya  Iz   rer'iuired  to  announcOj  adj-iinicter  and  corapleta  a 
re^-ular  civil  service  exa;ninaticn.  Ihio  to  the  lon^  period  of  ti;^6 
between  the  filing  of  an  application  and  the  adoption  of  a  list  of 
clii^iMcs  and  appoi^.tTTient  thcrcfrcMj  a  cui.Gtantial  portion  of  ap- 
plicants or  prospective  applicants  obtain  other  eiriploy^aent  or 
other-.d-cc  bccono  unavailable  dcrinr  the  prc2re:is  of  an  oxa-^ination* 
As  a  pilot  £;tu-Iy  the  Co::xrais3ion  scu:;:"it  'tiajQ   and  moans  of  cpcedins 
up  the  o^camination  for  Patrolmen  held  early  tliia  year.  V^hercas  a 
similar  e:canination  in  1951  required  166  days  to  co'ipieto,  the 
elapsed  tiri©  in  the  1953  examination  was  reduced  to  119  days.  Cvcry 
effort  is  being  made  to  shorten  \x';p   the  proceca  in  other  exariinatior^ 
as  much  as  posiiiblo  in  order  to  reduce  the  normal  attrition  that 
usually  o:.curs  during:  the  progress  of  an  examination,  particularly 
those  that  concist  of  several  successive  parts  or  tests,  such  as 
patrolmen  ana  fircnicn. 

It  is  interesting  to  note  that  for  the  first  tl'n©  in  about 
ten  years  there  are  no  lirnited  tenure  or  e:isrf?:ency  appointees  in  the 
rank  of  patroL'r.cn  in  the  Police  Departments  Every  patrolfnan  is  a 
regular  civil  service  appointee  who  has  qualified  under  the  uaual 
thorough  civil  service  examination  procedures. 

Another  significant  develop~^ent  during  the  year  v/as  the 
adoption  of  an  a-.-end-ncnt  to  Section'  149  of  the  Charter  clearly 
establichin^^  the  authority  to  nake  non-civil  service  appointr-.cnts  to 
positions  pending  ceriification  of  regular  civil  service  elisibles 
•when  in  the  judt'?7;:cnt  of  the  appointing  officer  imediata  corvico  is 
required  to  carry  on  normal  operations*  During  the  past  several 
years  .:any  departr.ents  have  h^cn   seriously  handicapped  and  casts  of 
operations  increased  because  of  a  court  decision  hold in ;  that  tho 
forr-iicr  Chai'ter  provision  did  not  authoriac  such  non-civil  service 
appoint-MOnts  except  in  i^  actual  e^r.eri^ency. 

Examinations  to  qualify  civil  service  clisiblcs  for  appoint- 
ment to  tlirce  cf  the  niost  iraportaiit  offices  in  the  :::urj.cipal 
governTsent,  fcr^ierly  elective,  v/ere  cornpleted  during  the  year.  Civil 
service  appointncnts  v:sre  nado  to  the  offices  of  Coroner,  Tax 
Collector  find  Public  Adr.inistrator. 

During  1952-53  the  Co.?rd.Ci,ion  conplsted  a  total  of  BB2 
written  axaainations,  both  re^r^lnr  civil  sorvico  and  lir.ited  tenxiro. 
Sone  13,400  applications  were  filed  for  these  cxarainations  and  a 


Mayor  iJLaer  £•  Robinson 
Paf^o     Ko.  3 
Septeraber  11,  1953 

total  of  5»3J50  participants  ruilifiod  and  their  nanca  placed  on  lists 
or  elicibleo.     In  addition,  l:_:itcd  tonuro  oxa-inations  consisting  of 
oral  intcrvicvv-s  and  appraisal  of  qiialificatlons  v/crc  held  for  59 
classifications,  for  v;hich  1,21?  applications  vxere  filed  and  1,032 
of  these  applicants  qualified  for  appointsicnt . 

3»     go.!. Try  /r'ni'.'iig tnticn : 

Another  salary  and  wa^a  survey  pursuant  to  Section  151  of 
the  Charter  v.-as  conducted  durin-^  the  fiscal  year  resulting  in 
revision  cf  salary  schedules  affoctivo  July  1,  1953  for  nearly  5,000 
of  tho  3,200  employees  v^hoce  cor.^.pcnsatlons  are  subject  to  the  pro- 
visions of  that  section.  In  the  paiit  nine  years,  municipal  salary 
schedules  of  this  .-^roup  of  erjp?^oyeos  h.ive  been  raviev;cd  eir:it  ti  :os 
to  keep  then  in  general  accord  v;ith  current  prevailing  conditions. 
Tho  survey  this  year,  in  addition  to  local  private  csploynent, 
covered  33  public  jurisdictions  throur^hcut  the  State  as  acainst  nine 
jurisdictions  in  ro:T-er  surveys.  Tliio  increased  area  o£   covcr:.20  no 
doubt  ii'iproved  tho  validity  of  tha  survey  findin^-.s.  Salary  increases, 
excludinj^  cost  of  rctirenent  contributions  by  tho  city,  added  approxi- 
Eately  ^,2, 172, 403  to  the  annual  payroll  for  eniployiaents  subject  to 
Section  151  and  151»1  of  the  Charter. 

Pursuant  to  the  provisicnc  of  Section  15i»3  of  the  Charter 
wajje  rates  of  co.ne  1,719  craftsinen  v;ere  increased  a  total  of 
$4o/*,692  effective  July  1,  1953  on  the  basis  of  rates  fixed  in 
private  industry  throu-pi  collective  bargaining  a.:]:rec;Tients.  Representa- 
tives of  the  craftsnen  also  uri:ed  that  v;slfaro  and  frin^:;c  benefits 
provided  in  the  a;-rcor-cnts  be  evaluated  and  added  to  the  basic  v;ai-ro 
rates,  but  this  was  denied  pending  court  decision.  Waives  of  platfcra 
employees  of  tho  Municipal  fiailv;ay  also  subject  to  a  forn\ila  set  in 
Section  151.3  veere  increased  :i'33^»352» 

By  Charter  amendTiOnt  wages  of  Police  Department  and  Firo 
Departrient  ranks  vror©  talien  out  of  tho  Charter  and  fixed  under  a 
fcriula  specified  in  Sections  35.5»1  and  36.2.  Z-ffoctivc  July  1, 
1953  salaries  of  these  public  ennloyeeo  v.-ere  increased  pursuant  to 
this  for.-iila,  by  a pproxi.ua tcly  vi»7<53,COO  also  exclusive  of  increased 
rctireir.ent  co  st s  • 

A  recent  study  by  the  CoHindscion  points  up  the  fact  that  a 
serious  basic  problem  exists  in  respect  to  v/vigcs  administration  in 
the  launicipal  service.  By  various  Charter  aracndrjonts  since  1932  the 
salaries  and  v/aj^es  of  the  raoro  than  16,00-0  aunicipal  eiploycos,  in- 
cluding^ non-certificated  personnel  of  tho  Board  of  ii-ducation,  are  now 
deter.::ined  by  ei^^ht  different  forrauiae  or  uethod:i  specified  in  the 
Charter.  About  half  of  thcso  co.-npensatioas  are  determined  by  the 
so-called  salary  standardisation  provisions  of  the  Charter  as  out- 
lined in  Section  151.  Uages  of  £o.~o  2,000  crafts^acn  arc  cot  in 
accord  with  rates  fixed  in  collective  bargaining  agree-i^ents  in  local 
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private  industry  under  the  provisions  of  Section  151o3-  V-'a^ac  of 
about  2,200  platfcrm  employees  are  fi::cd  under  another  ir.ethod  out- 
lined in  Section  151»3»  i.'a!7;os  ox  soi^re  3,4'^*^  Police  Depart.r.ont  and 
Fire  Depart.-nent  psrsonivel  .-.re  fixed  under  Gtill  another  Charter 
for.-nula,  and  v;aseG  of  about  40  Fir©  Dapartncnt  e.-nploycos  arc  fixed 
at  amounts  specified  in  relation  to  baoic  Fire  Dopartnicnt  rankc. 
Salaries  of  nearly  200  Municipal  and  Superior  Courts  personnel  are 
fixed  by  the  Le^iislature,  Rates  of  pay  for  t'.vo  eniployees  are 
epecified  by  Charter  and  rates  for  three  other  positions  aro  fixed 
on  the  recoTJiiendation  of  the  departracnt  head  and  approved  in  the 
annual  budp^et.  In  addition,  the  Board  of  Education  has  independent 
pov:er  to  fix  the  salaries  of  about  3,3*^0  certificated  employees  of 
that  depart-nent.  One  uniforr,:  nethod  of  fi:d.n2  salaries  and  v/a^es  of 
all  employees  of  the  nunicipal  sovernriont  vraiild  be  dosirable  and 
would  permit  compensation  schedules  that  would  more  realistically 
and  equitably  reflect  proper  internal  relationship,  Further:.:ore, 
under  these  existing  lav;3  salaries  of  about  half  of  the  e-aployees 
of  the  nixmicipality  nay  be  revised  and  increased  after  the  ovar-all 
budget  and  spending  prosrara  for  the  fiscal  year  has  baon  dotermined 
and  adopted. 

4«  Classification: 

The  Cccnission  has  continued  its  function  of  classifying 
proposed  nev;  positions  and  revievrins,  as  occasion  deiaands,  the 
duties  and  responsibilities  of  existing  positions.  Duties  of  some 
241  proposed  nev/  positions  wore  reviev;ed  and  classified.  Duties  of 
about  120  existing  positions  v;ere  reviewed  and  analyzed.  IJinety 
ancndiients  to  the  anniial  salary  ordinance  v;ero  proposed  and  sub- 
mitted to  the  Board  of  Supervisors,  rr.ost  of  then  reflecting  salary 
Increases  effective  July  1,  1953  arid  detcnnined  after  the  budget, 
appropriation  ordinance,  and  salary  ordinance  v;era  adopted. 

5o  Ccrti  ric-^tlcns  p.vA   Ap~ointr.cnts; 

T.ie  Gomnisaion  received  requisitions  during  the  year  for 
2,474  erjployeos  for  appcintr.ent  to  permanent  positions.  To  fill 
thsse  positions  1,395*  certifications  wore  rr.ade  from  regular  civil 
service  list  of  eligibles  and  1,315  froa  li.-.itcd  tenure  lists.  The 
excess  of  certifications  over  requisitions  is  due  to  roplace.-ont  of 
linited  tenure  appointees  Vvdth  regular  civil  service  oligibles  as 
eligiblcs  became  available.  A  total  of  3,922  names  were  certified 
for  te:2porary  enploynent. 

A  total  of  1,204  separations  from  pGrciansnt  civil  service 
appointujcnts  occurred  during  the  year  as  follows: 
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r.osi^ations  5^9 

RolinouiGhzicnts  151 

Dii^r.iis.-sls  15 

Ternjination  o*  i  -'obstionary  appolntaants  "  123 

Rctireracnts  243 

D oaths  95 

Lay-offs  tV3 

17204 

175  p^r.iarient  civil  servica  ertiployeos  were  granted  leaves  for  military 
SGrvico,  149  for  periods  of  30  days  or  lees,  and  2?  for  indefinite 
periods. 

F.espGCtfully  submitted 

ciwiL  Slavics  co^i^'assioN 


VTillia-a  L.   Koncsrson 

Personnel  Director  and  Secretary 

'.VL:-i:h 


l-a/1^  ) 


June  30,  1955^  MA^  ^4*^0^ 


-Honorable  Zlxner  1:1.  Robinson 
Jlr.yoiP"^ 

City  Hall' 

San  Francisco 

Dear  ilayor  Robinson: 

In  response  to  yoiir  request  of  March  15,  195^5 »  the  Civil 
Service  Comniscion  subnits  this  report  of  come  of  the  notev.'orthy 
activities  in  the  adniinistration  of  civil  service  since  January  S, 
194J5. 

The  duties  and  responsibilities  delegated  to  the  Civil 
Service  Connission  by  the  charter  include  tv:o  basic  activities  - 
a)   recruiting  qualified  personnel  for  appointment  to  the  nearly 
17,000  permanent  positions  in  tlie  municipal  service  ai'.d  in  the  non- 
certificated  service  of  the  San  Francisco  Unified  School  District 
ivhich  are  subject  to  civil  service  exanination,  and  b)  salary  and 
v;a^^e  administration  for  the  more  than  16,000  employees  \.-hose  com- 
pensations are  subject  to  the  provisions  of  charter  section  35.5.1, 
36.2,  3^5.01,  151,  151.1 3  or  151.3.  This  report  x.dll  deal  primarily 
v/ith  these  tv:o  functions.  The  collateral  activities  of  the 
Conmicsion  such  as  certification  procedures,  payroll  auditin.f^, 
hearing  of  appeals  from  dismissal,  and  administerin;-;^  a  multitude  of 
other  in-service  personnel  transactions,  are  lar,':;ely  incidental  and 
routine  althou^'^h  they  do  require  the  full  time  of  more  than  one- 
third  of  our  entire  staff. 

Durin;^  the  period  of  your  service  as  Mayor,  nationv/idc 
cmplo^'ment  and  economic  conditions  resultin*^  from  V/orld  V/ar  II,  the 
Korean  '..'ar  and  the  rearmament  pro^iram  have  Imposed  difficult  problems 
which  have  influenced  the  vork  of  the  Civil  Service  Cormission  in  its 
effort  to  maintain  proper  standards  for  appointment  to  the  municipal 
service  and  for  promotion  and  retention  in  that  service.  Far  reach- 
inr;  changes  in  private  industry  pay  plans  and  policies  have  affected 
v/ago  administration  in  the  local  government. 

RECRUITIIiG 

Before  our  entry  into  Iv'orld  V/ar  II  v;e  v;ere  experiencing 
a  tightening  labor  market  in  San  Francisco.  The  draft,  the  defense 
programs  and  the  federal  government  bureaucracy  v;orc  absorbing  such 
large  numbers  of  persons  that  the  local  government  was  unable  to 
attrrict  sufficient  qualified  applicants  to  supply  the  essential  needs 
of  the  service".  Accordingly,  the  Co.imission  sponsored  and  the  people 
adopted  a  charter  amendment  to  authorize,  during  time  of  war,  limited 
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tenure  appointees.  Theso  appointees  do  not  acquire  civil  service 
status.  They  serve  only  until  regular  civil  service  appointees  arc 
available.  Thus,  the  Commiscion  v;as  able  to  lov/cr  its  usual  standards 
of  experience,  trainin.'::,  education,  physical  fitness,  age,  etc.,  in 
order  to  recruit  enployocc  during  the  emergency  vjithout  lov;ering  the 
quality  of  permanent  pcrL-onnel.  At  the  close  of  l.orld  Uar  II  there 
v;cre  sone  3500  linited  tenure  appointees  in  the  local  govom.-ncnt 
service  in  about  250  different  clasGifications,  most  of  vfiiom   could 
not  nect  the  minimum  standards  for  regular  civil  service  appointment. 

At  the  time  you  assxiraed  office  as  Mayor  these  had  been 
reduced  to  approximately  65O  positions  in  69  classifications. 
Eighteen  months  later,  by  June  30,  1950,  regular  civil  service 
eligiblos  \;ere  available  for  appointment  in  all  but  eight  classifi- 
cations. These  eight  classifications  v;cre  mainly  classifications 
requiring  professional  or  technical  training.  For  the  first  time  in 
seven  -/oars  ail  positions  in  the  Police  and  Fire  Departments  vxere 
filicc^  by  regular  civil  service  appointees. 

At  that  time  the  municipal  government  x^ras  again  largely 
manned  by  ei.iployees  under  regular  civil  service  appointment  and  it 
appeared  that  the  recruitment  problems  caused  by  the  disruptions  of 
V.'orld  V/ar  II  had  been  solved.  Then  came  the  Korean  l/ar  and  in 
November  1950  the  Comjaission  found  it  necessary  to  propose  a  charter 
amendment  authorizing  li::iited  tenure  appointees  during  tine  of 
national  emergency  or  v/Iienever  compulsory  military  service  or  training 
is  in  effect.  This  amendment  v;as  adopted.  Under  the  authority  of  the 
amendment  the  names  of  11,951  persons  v;ere  placed  on  lists  for  limited 
tenure  appointment  betv;een  ."'arch  1951  and  June  30,  1954*  Again  v/e 
v;ere  able  to  supply  the  needs  of  the  service  during  a  period  of 
intense  labor  shortage  v.dthout  permanently  lowering  standards.  By  the 
end  of  1954  regular  civil  service  appointees  v;ere  once  more  available 
for  all  but  a  very  fevi   classifications. 

To  sum  up,  the  Commission  in  the  face  of  extreme  difficulty, 
has  been  able  to  supply  the  essential  personnel  needs  of  the  service 
through  the  judicious  use  of  limited  tenure  examinations  and  to 
replace  these  limited  tenure  employees  with  regular  civil  service 
personnel  v;ho  possess  the  usual  minimum  qualifications  as  these  are 
available. 

During  the  period  since  January  S,  194^  the  Commission  has 
continued  to  maintain  and  develop  a  system  of  scrvice-v;ide  promotions. 
Prior  to  the  establishment  of  the  service--.;idc  system,  promotions  had 
been  on  a  departr..cntal  basis.  Tliough  initially  there  v;as  considerable 
opposition  from  employee  organisations  to  the  extension  of  promotional 
opportunities  beyond  departmental  lines,  the,  positive  benefits  that 
inure  to  individual  employees  through  an  increase  of  promotional  op- 
portunities and  the  positive  benefit  to  the  city  service  through  the 
broadening  of  the  field  of  competition  for  promotions  have,  v;e  believe, 
brought  about  .an  acceptance  of  the  city-v/ide  promotional  system. 
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Tlio  Corjnicsion  is  currently  prcparin^-r;  tables  and  charts 
outlinin-T  the  normal  lines  of  promotion  in  the  city  service  for  all 
classifications  so  thao  employees  nay  have  information  concerning 
future  promotional  possibilities  and  plan  accordingly.  Employee 
organisation  representatives  have  indicated  that  the  publication  of 
such  information  \\q.11  be  of  value  in  maintaining  employee  morale. 

Since  January  o,  194^  the  Commission  has  maintained  and 
developed  a  pro2;ram  for  the  professionalization  of  the  engineering 
classes  by  requiring  professional  engineering  education  or  its 
equivalent  for  entrance  or  promotion  to  the  several  professional 
engineering  ranlcs.  This  represents  a  marked  cliange  from  the  former 
practice  of  promoting  employees  to  the  professional  engineering 
classes  v;ho  originally  had  entered  the  service  as  draftsmen  or 
instrument  men  and  v;ho  lacked  professional  engineering  qualifica- 
tions. It  v;as  to  be  expected  that  individual  employees  and  employee 
organization  representatives  v;ould  oppose  the  exclusion  of  technical 
employees  (i.e.,  draftsmen,  instrument  men,  etc.),  v:ho  ^;ere  not 
qualified  by  education  or  experience,  from  opportunities  for  advance- 
ment to  positions  in  the  professional  engineering  classes.  There 
should  be  no  question  though  that  the  adherence  to  a  policy  of  requir- 
ing a  proper  professional  background  of  applicants  for  professional 
engineering  positions  has  improved  and  x;ill  continue  to  improve  the 
city  and  county  service  in  this  most  important  field. 

During  the  fiscal  year  1954-55  a  study  v/as  completed  and 
approved  by  tlio  Commission  completely  revamping  the  bookkeeping  and 
accounting  classifications.  The  major  purpose  for  this  revision  v;as 
to  assure  that  candidates  for  professional  accounting  positions 
possess  a  proper  background  of  accounting  education  and/  or  exnoricnce, 
Heretofore  advancement  to  the  highest  and  most  responsible  accounting 
positions  under  civil  service  v;as  possible  for  employees  \vithout 
professional  accounting  qualifications  v;ho  had  originally  entered 
the  city  service  as  bookkeepers.  Here  again,  as  in  the  engineering 
series,  the  city  and  county  service  vn.ll  benefit  because  of  the 
higher  standards  established  for  this  vital  city  function. 

SAL.^RY  ADMINISTRATION 

Seven  different  methods  or  formulae  are  prescribed  by 
charter  for  fixing  salaries  of  various  groups  of  municipal  employees 
as  follov:s: 

1)   Salar-r  Standardization  (Sections  151  and  151*1  of  the  Charter) . 

Tills  procedure  governs  the  fixing  of  salaries  of  some  ^ZOO 
miscellaneous  municipal  employees  and  officers  ranging  from 
porters  and  orderlies  to  the  Mayor,  the  District  Attorney 
the  Assessor,  the  Sheriff,  the  Treasurer  and  the  Public 
Defci.v-cr,  a'll  elected  officers,  and  the  highest  appointed 
officers  of  the  local  government  including  the  Chief 
Administrative  Officer,  the  Manager  of  Utilities,  the 
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Controller  arnonn;  others.  Under  this  procedure  the  salaries 
of  thcGO  employees  and  officials  arc  fixed  at  ar^ountc;  in 
"general  accord"  v;ith  salaries  paid  in  private  eri ploy.:. cat 
and  other  ^lovernraental  or,';:anisations  in  this  State  for 
sinilar  services  and  v.-orkin'3  conditions.  Since  you'becai:io 
Mayor  the  salaries  of  these  cr.ployeos  have  been  reviev:od 
and  co-npared  vri-th  salaries  clccv/horo  each  year.  Each  year 
since  1943.  v;ith  the  exception  -  J"  1950-51>  municipal 
salary  schedules  have  been  revised  to  bring  theni  in  lino 
v/itli  rates  elscv;here.  The  Civil  Service  Corrraicsion  rccoa- 
nended  increases  in  rates  of  pay  for  several  thousand 
erriployeos  in  1950-51,  but  the  people  defeated  the  proposed 
salary  schedules  in  a  referendum  after  the  Board  of 
Supervisors  had  substantially  anicnded  the  Conimission^s 
proposals. 

Salary  increases  granted  to  these  employees  and  officers 
under  sections  151  and  151.1  since  194^  total  11-3/4 
million  dollars  on  a  payroll  totaling  about  023,000,000 
as  of  194s  representing  an  increase  of  50/5. 

2)  Polr.co  and  Fire  and  Plp.tforn  Enrjlorccs  of  the  Municipal 
Ra:-Lv/.";y.   (L'Gctions  35.5.1.  36.2  and~15i"3TT 

Salaries  for  these  three  groups  of  employees  are  reviev;ed 
annually  and  salaries  fixed  at  an  anount  not  in  excess  of 
the  hi,r:hest  rate  paid  for  similar  services  in  any  city  in 
California  of  100,000  population  or  mere.  There  are  soma 
3,402  menbers  of  the  Police  and  Fire  Departments  of 
various  ranks  and  about  2,000  platform  employees  v;hosc 
compensations  are  fixed  in  this  manner.  Salaries  of  the 
entrance  ranks  in  the  Police  and  Fire  Departments  have 
increased  from  a  maximum  rate  of  0290  per  month  as  of 
January  S,  194^  to  C4^0  as  of  today,  an  increase  of  51«6/'a« 
V/ages  of  platform  employees  have  increased  from  ^1.363 
per  hour  to  01.939  as  of  July  1,  1954,  an  increase  of  42/j 
v;ith  the  probability  of  going  to  02.04  on  July  1,  1955 
which  would  be  an  increase  of  49>^  over  194o-49« 

3)  Fire  Prevention  and  Investir^ation  (Soction  35.01) . 

Under  this  section  salaries  of  certain  personnel  in  the 
Bureau  of  Fire  Prevention  and  Investigation  of  the  Fire 
Department,  numbering  about  40  men,  are  reviev/od  and 
revised  annually  so  that  th:se  salaries  arc  maintainow  in 
a  definite  relationship  to  salaries  fixed  for  specified 
ranks  in  the  Fire  Department. 

4)  Cr-;rts.   (Section  151.3). 

Some  2,000  craftsmen  are  paid  the  rates  fixed  in  collective 
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barfjaining  agroerTionoS  in  off l,  ■^■'-  in  local  private  industry. 
Those  rates  arc  revised  annualxj .  Average  of  \:ases  of  five 
larf^ost  crafts  has  increased  from  $17.97  per  day  in  194^-49 
to  an  average  of  .,22.95  in  1954-55,  an  increase  of  2^;^.  It 
should  be  riCt.od  that  craft  v;a:;cs  had  .  :cn  substantially 
increased  in  the  years  inmcdiatcly  prior  to  194&-49* 

5)  r^nnicipgl   and  Superior  Court   Attnchos. 

Under  State  Lav;  salaries  of  about  200  enplovces  are  fixed 
by  the  State  Legislature.  In  practically  all  cases  the 
rates  fixed  by  the  Legislature  for  these  enployccs  are 
considerably  higher  than  the  rates  reco.vxicnded  by  the  Civil 
Service  Corunisoion  and  fixed  b^''  the  Board  of  Supervisors 
for  similar  services  in  other  city  dcpartncnts.  For 
instance,  certain  Deputy  Clerks  v;ill  be  paid  in  1955-56  a 
naximirn  of  c-365  per  raonth  compared  vrith  v325  Tor  other 
municipal  employees  performing  similar  duties.  Others  v.dll 
receive  maximum  salaries  of  sl>725  and  $750  per  month  v;hile 
municipal  employees  in  other  departments  performing  similar 
duties  vnLll  receive  $590  per  month.  Increases  in  salaries 
of  these  employees  since  194^-49  range  from  59^  to  75/»» 

6)  Salaries  Fixed  by  Charter. 

Salaries  of  only  t\\x>   employees  are  still  fixed  by  charter. 
Until  a  fev;  years  ago  salaries  of  all  elected  officials, 
several  top  appointed  officials  cind  all  members  of  the 
Police  and  Fire  Departments  v;erc  specified  in  the  charter. 
The  tv;o  remaining  positions  are  the  Attorney  for  the 
Public  Administrator  and  County  Superintendent  of  Schools. 
However  the  Coiinty  Superintendent  of  Schools  also  holds 
the  position  of  District  Superintendent  of  Schools  and 
receives  substantial  additional  compensation  for  that 
service  through  action  of  the  Board  of  Education. 

7)  Fixed  on  Recornmendation  of  Appointinr  Authority  by  Board 
of  Suncrvisors. 

This  procedure  establishes  the  salary  fixing  pov;cr  in  tliree 
positions  in  the  Law  Library. 

It  should  be  obvious  that  under  these  varying  formulae 
and  methods  inequitioj;  of  salaries  v/ithin  the  municipal  service  are 
bound  to  be  created  and  perpetuated.  To  the  extent  that  these 
maladjust-mcnts  exist  -  and  there  are  many  -  the  service  is  harmed. 
Salaries  of  all  positions  v;ithin  the  municipal  service  should  be 
kept  in  reasonable  and  proper  relationship.  Salaries  of  all  munici- 
pal employees  should  be  fixed  at  one  time  and  under  one  method. 
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Only  in  that  v:ay  can  v;e  maintain  proper  internal  salary  relation- 
ships. That  is  i.Tiposciblc  under  present  conditions. 

Another  serious  problem  is  created  under  court  decisions 
interpreting  section  151«3  relating  to  the  fixing  of  craft  r  'ces. 
This  section  provides  that  wherever  a  "rate  of  pay"  is  established 
through  collective  bargaining  agrecrucnto  and  that  rate  of  pay  is 
prevailing  throughout  the  industries  and  cstablishnents  employing 
such  craft  the  city  shall  pay  that  "rate  of  pay".  It  v^ras  never 
intended  that  this  section  v;ould  apply  to  anything  in  the  contract 
except  the  rate  of  pay,  but  the  courts  interpret  it  to  ncan  that 
the  city  is  bound  by  all  terns  of  the  various  contracts  that  affect 
earnings^  such  as  v;ork  schedules,  starting  tl-ne,  penalty  pay,  etc. 
Therefore  v;e  are  bound  by  many  of  the  provisions  of  some  30  or  32 
contracts  each  of  v/hich  differs  in  many  important  respects  froa 
all  the  others.  Except  for  the  fact  that  indi\'ldual  enployoes 
have  voluntarily  v;aived  many  of  the  conflicting  contract  provisions, 
the  city^s  operations  v;culd  be  very  greatly  cor.iplicat:.d.  Another 
problem  is  that  caused  by  the  inclusion  in  collective  bargaining 
agreements  of  provisions  for  so-called  v;elfare  benefits.  The  city 
has  refused  to  rccogniae  these  provisions  as  part  of  the  rate  of 
pay,  but  this  decision  is  subject  to  challenge  at  any  time.  Trouble 
on  this  score  nay  arise  at  any  time. 

Even  so,  it  is  apparent  that,  except  for  the  inconsistencies 
caused  by  the  requirement  that  salaries  of  cr.:.:loyoes  be  fixed  under 
seven  different  methods,  v;e  have  been  able,  \rith   fevj  exceptions,'  to 
keep  municipal  salaries  generally  in  line  v.'ith  salaries  else\:here 
for  similar  services.  V.'e  have  quoted  the  salaries  of  these  various 
groups  in  194^-49  compared  vdth  current  salaries  and  reported  the 
percentage  increase.  One  remaining  piece  of  evidence  is  significant, 
i.e.,  in  194^-49  the  average  salary  of  all  municipal  employees  v;as 
$263  per  month,  and  the  average  salary  as  of  July  1,  1955  v;ill  be 
v'395,  an  increase  of  50.1>o. 

Very  truly  yours 

CIVIL  SliRVICS  COMT^HSSION 


V/illiam  L.  .Henderson 

Personnel  Director  and  Secretary 

WLilih 
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V:ic  ,ior.orri...le  ' 

•  ::iyor  Coorce  Chrictopher 

;:oom  200  -  City  Hall 

Can  Francioio  2,   Califomia 

Dear  liayor  Chri;jtopher: 

In  response  to  your  request  of  Au,3U3t  15 f   1959,   v.e  report 
hei-Gvlth  a   str.te:.;ent  of  the  najor  activities  of  the  Civil  Service 
Conui3sion  for  the  fiscal  year  195S-59. 

On  !IovGnb5r  14,   1959  a  change  in  the  executive  officer  of  the 
Civil  Service  Coriniasion  was  effected  with  the  appoint'-.ent  of  the 
uiideroi^iied  as  Genervnl  lianaGei*,   Perjonnol.      It  was  the  intention 
of  the  Civil  Service  ConiTiission  in  n;akins  this  appointr:ont  that 
important   changes  be  instituted  in  the  adninistration  of  civil 
service  in  the  City  and  County  of  San  ?ranci-iCO  to  the   end  tiiat 
the   quality  of  erriployaent  be  up-graded  and  t/uit  the  employees, 
tiirou^h  modern  pcrjonnel   techniques  bcco.r.e  an  effective  and 
satisfied  work  force.     This   report  will  indicate  the  extent  to 
which  such  changes  have  already  been  cade  effective  or  are  in  the 
process  of  being  out  into  effect  at  the  conclusion  of  the  fiscal 
year. 

I.      Clas.jif  icaticn: 


1.    In  the   classification  section  new  cntrw-nce   classifi- 
cations were  established  in  order  to  attract  recruits  directly 
from  the  hi2;h  schools  or  colle,-:es.      It  v;as  felt  th;.t   the  prior 
system  \;hich  required  applicants,   even  at  the  berjinain^  levels  to 
have  irid  experience,   lost  to  the  city   service  the  opportunity  of 
recruit ir<|;  -.veil   qualified  persons  before     they  beca.v.e   settled  in 
otner  positions.     An  cxa.ipie   of  some  of  these  nev;  en^r-aice   classes 
v.ere  Clerk  I,   Typist  I,   and   3tenoc;r::pher  I,    Personnel   Aide, 
lu-icreation  Assistant  and  Library  ASoistant. 

2,  A  separation  of  sone  classes  is  conteaplatcc  <.o   provide 
promotional  opportunities  for  city  eniployces  '.;hich  do  not  now  exist. 
This  would  be  iilustr.ted  by  the  creation  of  the  classifications 

of  Clerk  II,  Typist  II  and  Stenographer  II. 

3,  T'C-.Q  Ilayor  and  the  Board  of  Supervisors  approved  an 
apvjropriation  of  v50,C00  in  the  budijet  for  1960-61  for  the   purpose 
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of  iiavi:"..j  a  cor-ipletc   ov.-'rh-:..l  :..:;cL3   of  tho    claGoific^ tion  syszcrz.      uuch 
a  study  ^^.n3  lonr;  ovordue  nnd  the  nocejoity  for   it  hr.s  long  been 
reco::jiii:cd.      The  Civil  Servico  Ccrr„',iiijcion  and  tho  Gonornl  Mnnn.^:or, 
?er3onnol,   .'ipprcciatG   tho  confidence  of  tho  ::ayor  and   no.-rd  of 
Suporvloora  in  now  nakin^;  the   ironey  availablo  for  tho  clasoificntion 
survey.     The   classification  survey  v;au  started  in  tho  first   r>nrt  of 
August  1959   and  is  oxpected  to  be  conpletcd  by  the   end  of  2'^irch  19'-'0. 
A  nu.-..ber  of  outstandinc  raana^er.ont  cons.xlting  firms,    nationally  and 
interiiationally  known,    subr.uttod  proposals  for  the   classix'ic.Ttion  study. 
After  a  thorough  check  of  the  experience  bacl-i.-^round  of  these  fims 
and  of  the   personnel  that  would  be  as-ii^-^ned  to  the  San  Frj.ncijco 
project^  the  firm  of  J.   L.   Jacobs  and   Company  was  selected  by  the 
Conmission  to  conduct  tho   survey.      (This  was  a  difficult   decision  in 
viev;  of  the  exceptional  qualifications  of  the  firas  vho  iiad  jubr.iitted 
proposals.) 

4.  In  reviev-'ing  the  classifications  of  existing;  positions 
or  the  establishnent  of  nev/  positions,   new  class  s:^ecirications  are 
beir."  prepared  that  adequately  and  properly  describe  the  duties  and 
responsibilities  of  the  positions,   the  Kininuin  requirements,   and 
noraal  proniotical  linos.     Such  now  and  complete  class  5;x!Cifications 
will  assist  in  n:ii ntainini^  a   proper  alinnnient  of  positions  in  the 
future   and  will  also  assist  the   iJxarainini^  Division  in  the  pre..aration 
of  proper  examination  material.      Those  new  specifications  v.-ill  also 
match  the  specifications  to  be  prepared  by  the   consulting  fire  for  all 
classes  in  connaiction  v;ith  the  classification  survey, 

5.  Tho  classification  staff  was  increased  fror.  one  full  tine 
technician  to  l^h  full  time  technicians.      The  one   technician  was 
totally  inadequate  to  maintain  day  to  day  v;ork  re  quire  ::ients  in  an 
orcaniiation  as  lar:;e  as  the  city  and  county  service.     Study  indicated 
that  at  least  k\  technicians  would  be  required  to  maintain  the 
classification  system.      (Those  technicians  will  work  witla  the 
consultant  in  the  current   classification  survey  and  \;ill  be  fully 
trained  to  carry  on  all  the  v;ork  of  niaintenance  aftor  ti-o   survey  is 
completed.) 

II.   Salary  Hatters; 

1.  In  the  Salary  Standardization  Survey  to  be  effective, 
fiscal  year  bcsinain:;:  July  1,  1959,  data  from  public  jurisdictions 
which  were  not  considered  comparable  to  3an  Francisco,  \;as  eliminated. 

2.  A  nore  realistic  interpretation  of  private  data  was  civen 
by  increasing  the  statistical  averaee  froa  tho  middle  50-j  to  the  4th 
to  cth  percentile. 

3.  The  practice  of  setting  flat  rates  for  a  lar^e  nunber  of 
classes  was  changed  by  setting  salary  ranges  in  most  of  these  cases 
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where  no  valid  re  ion  existed  for  the  uuc  of  a  flat  rate. 

<..     Plans  were  made  for  the  improvement  and  laodemization  of 
futiire  salary  standardisation  surveys .  It  ij  expected  that  greater 
attention  will  be  ^iven  to  the  collection  of  more  cosip6;rable  data  fron 
other  public  jurisdiccions  and  private  industry.  An  attempt  v;ill  be 
made  to  establish  a  forrr^al  sot  of  salary  scacduleu.  Future  salary 
standardization  surveys  should  result  in  a  better  conparison  of 
positions  within  the  service. 

Ill,  Hecruitr.-.snt  and  ILxaminr.tion  Section; 

1.  Steps  v;erQ  taken  to  better  anticipate  the  examination  needs 
of  the  service  through  regular  que.'itionnaires  to  all  departments  and 
through  closer  study  of  our  ov;n  records. 

2.  Passin,3  grades  have  hoen   raised  and  are  required  on  each 
part  of  ohe  examination  rather  than  on  an  overall  basis. 

3.  Suitable  requirerr.ents  in  addition  to  permanent  appoint.T.snt 
in  the  next  lower  rank  have  been  established  in  most  promotional 
examinations. 

4.  Zrcamination  plr.nnin,^  has  been  undertaken  to  ^roup  similar 
examir;ationj  that  nay  be  held  at  one  time.  Examination  items  and 
problems  may  frequently  be  suitable  for  several  classes  of  employmont. 

..on  it  is  possible  to  schedule  examinations  for  different  classes 
wiien  coii'imon  material  can  be  used,  the  cost  of  examination  preparation 
is  reduced  without  imoairin^r;  the  quality  of  the  examinations,  '.'hen 
eivaminations  can  be  administered  for  more  than  one  class  at  the  same 
time  and  the  same  place,  unit  costs  of  examination  adainistration  are 
reduced, 

5.  The  v;ork  of  verifyin:^  claimed  experience  has  been  extended. 
As  a  result  the  possibility  of  unqualified  employees  bein^-  appointed 
is  further  reduced. 

6.  In  a  nu.v.ber  of  cases  examinations  which  were  formerly  given 
as  cnur.ince  have  been  opened  as  aduitional  promotional  opportunities 
for  city  employees.  The  morale  of  many  of  our  employees  v;ill  bo 
improved,  i-.-iay  who  v.'cre  in  "dead  end"  positions  novj  have  an  opportunity 
to  advance  according  to  their  ability  and  performance  on  the  job.  The 
nav.bor  of  employees  who  :iO  "stale"  because  they  have  been  in  the  same 
routine  for  too  Ions  will  be  reduced. 

7.  The  use-  of  oral  examinations  has  been  extended  to  all  cases 
..ere  positions  require  public  contact,  supervision  or  ability  to  cot 

along  well  \.'ith  others.   It  is  not  possible  to  properly  hire  people 
"sir^ht  unseen".  Yet  many  eligibles  have  been  certified  to  positions 
merely  on  the  ba-sis  of  their  v.xitten  applications  and  tests.  This 
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has  been  the   ca^e  in  ^pite  of  the  fact  that  in  many  po3itlons  certain 
personality  factoro  are  of  parnmount   inportance,   and  so.T»e  of  the  go 
factors  are  not   properly  evaluated  by  paper  and  pencil  testo.     The 
ratinr'is  of  qualified  interviov/in^  fcoardi.  are  nioro  accurate  in  tho 
moaaurecient  of  son;o  personality  traits. 

S.      Tho   quality  of  percorjnel  hired  is  related  to  the  nur.ber  of 
persona  who  apply.      In  the  past  rccruitnc-r.t  has  tended  to  be  passive 
ratlier  thaa  a^^rossive.      The  use  of  advertising  in  the  recruitment 
pro^ran  hcis  been  greatly  extended  iiiiice  more  adequate  funds  v.'ero  pro- 
vided in  the  budget.     The   placenicnt  of  want  ads  in  our  San  Francisco 
newspapers  has  definitely  increv^.scd  the  number  of  CcJididates  for 
ecployaont.      The   exaainin^^  staff  hXiS  also  been  visiting;;  collci;:e   C£:;n puses 
and  other  schools  for  recruitment  purposes,   and  increased  attention 
has  been  ^ivci  to  the  probleci  of  attracting  qualified  persom"*el  to  the 
city  service. 

9.     The   creation  of  a  class  of  I'onitor  to   proctor  exacinations 
has  cade  it   possible  to  adiuinister  examinations  at  ni^yit  tiKO  and  on 
Saturdays,  resulting  in  an  i.-:iprovcd  exajaination  situation  alonr;  with 
more  economical  administration.     Ilntrance  examinations  held  during 
evenin;-  hours  means  that  persons  who  cannot  leave  their  present   place 
of  v;orl;  will  be  able  to  coripete.      Promotional  ex::Lir.inations  held  on 
Saturday  tends  to  provide  a  better  cjcamination  environnont  for  c-iployces 
than  requiring  employees  to  take  time  out  from  their  rc,;;ular  v.-orkir^S 
hours,     vurthcrmoro,   it  is  estimated  that  examinations  held  outside 
of  ucrkin^  hours  will  represent  a  saving  of  v35,000  a  year  in  city 
employee  time. 

IG.     A  new  classific^.tion  of  Jipocial  Civil  Service  Examiner 
was  established  to   do  consultinp;  work  in  specialised  fields  such  as 
accouatins  and  engineering  resulting  in  impi-oved  examination  material. 

11.  The  use  of  operating  department  representatives  in  all  the 
steps  of  examination  preparation  has  been  c^^eatly  extended.     It  is 
expected  that  this  v;ill  "provide  j^roatcr  validity  in  our  examination 
results. 

12.  Kcw  reproduction  equipment  v;as  obtained  for  the  Examining 
Division,   and  for   use  of  all  divisior^s  of  the  Com.-aission  ;.'hich  will 
speed  the  reproduction  of  examination  forms  and  other  printed  material, 
Tho  estiir^ted  annual  savings  is    ,;7,000. 

13.  A  study  is  now  undGr;-/ay  as  to  the  feasibility  of  install- 
v^tion  of  I.3.:-i.   equipment  in  connection  with  the   processing  of  appli- 
cations,  the   production  of  eli^'^ible  lists,   the  application  of  I.B..''. 
procedures  to  tho   auditin,^  of   payrolls  and  certifications  of  olir^iblco, 
and  as  an  assistance  in  tho   production  of  salary   standi.rdisation  survey. 
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14.  Hlinihle  llsto  are  bGin;-;  created  for  a  two  year  period 
and  ob;joici;cent  lists  have  been  abolished. 

I\*,   ucnornl; 

1.  A  nQ\;  cLissific.'ition  of  Chief  Pcrconnel   Analyst  ivas 
established  and  an  examination  haa  been  aiinounccd  to  recruit  a  qualified 
pcr.;on  to  create  a  perforaance  r>tin,i~  :jysten  for  the  city  and  county 
service.      Such  a  systea  is  required  by  our  charter  and  v.'ill  be  installed 
after  a  cnreful   study  of  the  particular  problesis  and  needs  of  this 
jurisdiction.      It  is  also  expected  th'^t  the  Chief  feriionnol  Analyst 

will  assist  in  the   developnrint  of  training  prosrains  for  the   city  service. 

2.  The  Rules  of  the  Civil  Service  Cornmission  have  been 
v?.sienced  to   simplify  and  speed  administrative   procedures  by  placing; 
authority  in  the  Genero^l  ILanacer,   Personnel,   to  act  in  the  first  instance 
subject  to  appeal  to  the   ConiTiission.      Pro.Tipter  service  to  the  operatin^f^ 
departniCAts  in  all  phases  of  the  persorxel  process  v;ill  result  fron 
these  acendrr.ents. 

3.  The  rules  of  the   Conmission  concerning  deciii^nation  of  sex 
in  pvjroorjael  requisitions  v.ore  strengthened  to  elininate  such  designation 
except  v.'here  there  was  a  valid  need  for  such  requirement. 

4.  A  large  scale  progran  v.-as  icimediately  undertaken  to  obtain 
i^nprovcment   of  tiw    physical  plant  in  the   offices  of  the  Cormission. 
These  Improvements  arc  still  underway  and  will  result  in  better  working 
conditions  for  the  staff  of  the  Civil  Service  Coniniission. 

5.  Over  two  tons  of  records  have  been  removed  fron:  the  files 
of  the  CoiiTiission  for  stora^^e  at  the  Record  Center.      This  is  a 
continuinjS  process  and  viithin  a  year  should  release   sufficient  space 
to  create  a  central   stockrooa. 

6.  The  Commission  has  strengthened  the  rules  and  procedures 
concerning  outside   part-time  er.ploi^ient  by  civil  service  employees 

in  order  to   prevent  conflict  of  interest  or  discredit  to  the   city 
and  county  service. 

7.  The   sick  leave   rule  ^.-as  liberalised  to   permit  enoloyees 
to  ncCwLTiUlate   sick  leave  after  six  nonths  of  service  rather  than 
after  one  year  as  v/as  formerly  required. 
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V.   Cta^5v■3ticg^l  Sumary  of   Activitlos. 

1.  Con;pari:)on  of  o:cienditures  for  all  appropriations 
v;ith  orlGlr.Tl  budget  appropri.?t.ion3  for  1957-5^; 

Appropriations  Exry:-ndi.tv.rr.3 

Fee 3  and  Con pcnsnt ions   (See  bolow)  •)              ZC3.C0     v         730,00 

Contractual  Services   (See  below)  5,5Cl.OC           7,239.00 

Ilaterialb   and  Supplies  (See  below)  5,150.00           5,6Cl,00 

IlculpEent   (See  below)  4,226.00         11,S32.00 

Fixed  Cliar-CG  469.00               469.00 

Salary  Survey  12,500.00         12,100.00 

Permanent  Salaries  330,5^0.00       323,196.00 

Temporary  Salaries   (See  belov;)  13,750,00         13,936.00 

Overtime  2,900.00           l,o22,00 

Supplemental   Appropriations : 

Contractual  Services  1,6S5.00 

!:atGrial3   and  Supplies  590,00 

nquip.-ent  9,604.00 

Tc-porary  Salaries  1,024.00 

Fees  and  Connen sat ions  530.00 

Examination  for  Q2  Policeman  3,000,00           2,775.00 

2,  Durin-  th'3  fiscal  year  the  follo'.vin^  number  of  examinations 
were  iicld: 

Kunber  of  liuaber  of         Nu'^bcr  of 

Type   of  Kx^f^inr^tlon     Exnm inn*:. ions  Aoolicnnts        rii;-;iblGS 


:ic3ular  Cvil  Service 
r.ntrance 
Promotive 

IcJl 

52 

10,469 
2,059 

2,393 
576 

Sub-total 

233 

12,523 

2,974 

Linited  TenuiHs 
V.ritten  tests  for 
12  casses 

«WiW 

1.24S  ■ 

702 

'..ritten  testa  for 
34  classes 

7t3?, 

227 

Total  233  14,059  3,903 
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Durin:"'  the  previous  liGcr"        -r  1957-53  a  total  of  251  ro^-ular 

oxunin:it;ior.>.    .  :ro  hold,  191  c;. co  and  60  promotivo.     The  233  re;;ular 

ex^Liinatlonc  held  during  195^-59  ro presented  a  docrea-e  of  IS  examin- 
ations from  the  previous  liccrAycar,   and  aliio  represented  a  corrcopond- 
ii\j  slight  decrease  in  the  n'or-bcr  of  applicants  and  nu:..ber  of  cli^^iblea 
orocessed  as  bet\.'een  the   finical  years  1957-53  and  195^-59.      The  nur.ber 
of  applicants  for  1957-53  was  12,ii73  as  compared  to  12,5r.o  for  195--59. 
The  huT.bcr  of  eligibles  for  1957-5^  was  3>605  as  coapared  to  2,974  for 
195^-59. 

3.   r-alary  Adrainistrat ion ; 

Ac  the  result   of  a  salary  survey  in  local  private  cnploynont 
and  other  public    jurisdictions  throughout  the  State,   and  as 
a  result  of  sm'vcys  r::ade  for   pojitions  in  the  craft  classes, 
police  and  fire  personnel  and  rauiiicipal  railv.-ny  operators, 
the  foHov.ln-^  salary  increases  were  i^ranted  efi'ectivo 
July  1,  1959^: 

Estimated 

arter  Section     Total   No,   Total  IIo.     Classes         Positions     Increased  cost 
Group  Classes        Positions     Increased     Incroar^ed     I   cl,   Retironcnt 


ctions  131.    151*1 


Ad:-inistrative         710  9,013  '650  3,7£>7         v  2,57<5,401.C0 

Clerical 

Professional,   etc. 

ction  151.3 


Craft  classes  li;5  2,375  91  2,272         5     665,Oi51.00 

Municipal  .Railway 

classes  3  1,950  3  1,950  273,536.00 

ctions   35.5 »1»   36,2 


Police  and  Mre         53  3,543  53  3,543  2,700,000.00 


Totals  $84  16,331  797  16,552         v6, 222,013.00 

4.      Clas.^ifi  cation; 

During  the  fiscal  year  the  Classification  and  Pay  Division 
of  the   Coonission  revievjed  the  duties  of  the  positions 
and  reccramcnded  classification  actions  in  the  n'JTibers  of 
cases  as  foHov.'s: 


The  Honorable 

l-'v.yov  Goor>;,o  C''.ri:itophor 

:-Gpte.ubcr  11,   _y>9 


*  Iv'ew  classes  established  24 

Classes  aiKsnclcd  or  retitlcd  35 

Positions  reclacsificd  93 
Low  po-iltions  classixled  during 

the  year  49 
New  po.iitions  classified  in  tho 

bud-et  for  1957-53  12? 
Salary  ordintmce  amsndnents 

suhr.itted  Bo 

Statistical  sun'mary  of  certifications  and  appointmonts; 

?.equl3ition3  received: 

Perniancnt  2,225 

Terr.oorary  5,356 

Certificntionn: 


Regular  permanent  1,917 

Liaited  Tenure  perraarient  So3 

Regular  temporary  2,546 

Limited  Tenure  temporary  049 


6,      Copnrations; 


C,2.0r 


Resif^ned  466 

Retired  320 
r:clinp,uished   (na:..c;  returned 

to  list)  171 

Deceased  102 
Probationary  appointncnts 

terminated  151 

Laid  Off  (reduction  in  force)  67 

Disi^issed  19 , 

*  Plus  approximately  150  po:iitions  reviev,-ed  ar^  'approved  for 
continuance  in  existing  classifications. 

Very  truly  yours, 

cTfLL  szRVici;  cc:':>;i::3icN 


Geor£;e  J.   Grubb  " 

General  i>anaser.   Personnel 
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",0  ^^ ^  __   ;l.L/l^^ 

The  Honorable  <^ 

Mayor  George  Christopher 
Room  200,  City  Hall 
San  Francisco  2,  California 

Dear  Mayor  Christopher: 

In  response  to  your  request  of  August  15,  I960,  we  report 
^  --^ewith  a  statement  of  the  major  activities  of  the  Civil  Service 
:o  Ission  for  the  fiscal  year  1959-60. 

I.  Classification; 

The  most  important  single  function  of  the  Classifj cation  Djvi» 
sion  during  the  fiscal  year  was  the  city-vfide  survey  of  the  classifi- 
cation of  positions.  No  such  overall  review  had  been  made  since 
1928. 

On  August  18,  1959,  a  contract  was  entered  into  with  the  J,  L. 
Jacobs  Company  of  Chicago  to  conduct  a  complete  classification  survey 
of  all  positions  in  the  City  and  County  service  excet)t  the  uniformed 
forces  of  the  Police  and  Fire  Departments,  and  platform  personnel  of 
the  Municipal  Railway. 

In  the  classification  section  during  the  past  fiscal  year,  four 
technical  staff  members  and  one  stenograrher  have  been  working  with 
the  J.  L.  Jacobs  Company  in  the  conduct  of  this  survey.  This  classi- 
fication study  has  included  12,500  positions  in  the  City  and  County 
service.  As  of  June  30,  I960,  the  following  aspects  of  the  work  have 
been  completed: 

Preliminary  arrangements  with  departmental  personnel. 
Distribution  and  receict  of  classification  questionnaires. 
Classification  of  positions  based  on  duties  and  respon- 
sibilities. 

Occupational  class  groupings  by  similarity  of  work. 
Class  specification  preparation  and  reproduction  by 
Multilith  process. 

Although  the  entire  project  was  originally  scheduled  for  com- 
\'\i    ion  by  June  30,  I960,  this  end  was  not  possible  to  attain  because 
of  illness  of  J.  L.  Jacobs'  staff;  tha  necessity  for  the  company  to 
provide  an  additional  38^  of  technical  staff  time  in  order  to  main- 
tain desirable  work  standards;  and  to  a  minor  extent,  a  delay  on  the 
part  of  some  of  the  operating  departments  in  the  city  service  in 
submitting  required  information.  On  this  basis,  the  contract  was 
modified  on  June  30,  I960,  extending  the  completion  of  the  survey 
work  to  September  30,  I960  and  the  period  of  consultation  to  December 
31,  I960. 
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II.  Salary  .Standard;! zatl on: 

A  new  procedure,  regardinr^  the  salary  survey  for  miscellaneous 
r        ses  whose  salaries  are  fixed  un^er  the  provisions  of  Section  l5l 
oi"  the  Charter,  was  used  in  that  the  number  of  conferences  and  hear- 
ings wo-^e  increased  with  Department  Heads,  Htaployees,  Employee 
Representatives,  and  Civic,  Public  and  Professional  Organizations. 
These  conf crci  ces  a^d  hearings  regarding  comrarabilj ty  of  data, 
methods  and  ^rincipl. s  of  salary  standardization  and  on  tentative 
salary  ranges,  were  well  received  and  proved  helpful  to  the  Commission, 
the  staff,  and  all  Interested  parties.  These  procedures  will  be  con- 
tinued this  coming  salary  survey. 

The  Commission  submitted,  along  with  its  salary  recommendations, 
?  uniform  Compensation  Schedule  Plon,  which  was  adopted  by  the  Board 
of  Supervisors.  The  use  of  the  uniform  schedule  plan  substantially 
reduced  the  number  of  salary  ranges  from  278  to  99.   This  schedule 
will  establish  an  orderly  t regression  of  salary  steps  and  will  maVe 
for  more  equitable  salary  comparisons  and  savings  in  payroll  computa- 
tions, budget  and  othojr  personnel  transactions. 

A  savings  of  approximately  $1,000.00  was  made  this  year  from 
the  Salary  Survey  fund  by  use  of  the  new  reproduction  equipment  pur- 
chased last  year  in  reproducing  our  salary  and  wage  survey  reports, 

III.  Recruitment  and  E3<amj.nation  Section; 

In  the  report  made  a  year  ago,  a  number  of  improved  operating 
Procedures  were  described.  The  test  of  these  improved  rules,  proce- 

ires  and  new  equipment  was  met  during  the  year  just  passed.  The 
results  have  been  dramatic  in  the  number  and  quality  of  candidates 
examined  and  placed  on  eligible  lists  as  prospective  employees. 

The  number  of  promotional  examinations  given  increased  by 
■'..^%   over  the  preceding  year,  while  the  number  of  eligibles  placed 
on  promotional  lists  increased  by  127%   over  the  preceding  year. 

The  number  of  entrance  examinations  given  increased  by  12.1/S 
over  the  preceding  year,  while  thj  number  of  eligibles  placed  on  lists 
for  appointment  increased  by- 31,35^  over  the  preceding  year, 

Within  the  program  of  examinations  for  limited  tenure  employ- 
ment ^  the  use  of  general  bulletins  was  incr  .^ased  while  announce^rients 
requiring  the  use  of  written  tests  were  applied  to  a  smaller  number 
of  candidates  than  in  the  preceding  year.  This  change  permitted 
faster  placement  of  eligibles  whoso  tenure  is  limited  imtil  regular 
civil  service  eligibles  are  available. 

The  total  program  shows  an  increase  of  ^-8,6^  in  the  number  of 
applicants  over  the  preceding  year,  and  an  increase  of  38,3^  in  the 
number  of  eligibles  over  the  preceding  year. 

Oualification  standards  were  raised  so  that  job  applicants 
generally  were  more  experienced  and  better  trained.   Passing  grades 
in  civil  service  examinations  were  also  made  more  rigorous.  The 
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numbor  of  n.-rsons  placed  on  civil  service  lists  for  appointment  in- 
creased only  38%  as  compared  to  the  hB%   increase  in  applicants. 

The  increased  number  of  applicants  for  ;Jobs  was  attributed  to 
increasc-d  advertising  in  the  San  Francisco  newspapers  and  more  aggress- 
ive recruiting  by  the  staff  of  the  Civil  Service  Commission. 

As  a  result  of  operational  and  procedural  improvements,  the 
additional  recruiting  and  examination  work  has  been  carried  out  with 
no  increase  in  personnel  in  the  Examining  Division  of  the  Cjvil  Ser- 
vice Commission, 

In  the  June  7,  I960  election,  a  Charter  amendment  was  anproved 
by  the  electorate  which  guarantees  to  examination  participants  the 
right  to  review  and  protest  the  questions  and  answers  used  in  the 
examinations  prior  to  the  rating  of  the  examination  papers.   The 
amendment  also  provides  for  a  shortened  posting  period  which  will 
enable  the  Civil  Service  Commission  to  begin  certification  more  quick- 
ly and  therefore  will  expedite  the  filling  of  vacancies  from  eligible 
lists  while  the  eligibles  are  still  available  for  employment. 

An  important  portion  of  this  Charter  amendment  provides  that 
.e  former  rights  of  all  participants  and  citizens  to  copy  examinations 
in  their  entirety  may  now  be  prohibited.   The  privilege  of  copying 
.  xaminations  has  been  in  practice  since  1938  with  the  result  that 
•  '  nination  material  could  not  be  refined  or  re-used, 

The  Charter  amendment  as  approved  by  the  electorate  on  June  7, 
I960  will  become  effective  upon  ratification  by  the  California  State 
Assembly  in  January  of  I96I,   Thereafter,  the  Civil  iervice  Commission 
will  be  able  to  validate,  refine  and  re-use  examination  materials  and 
will  be  able  to  use  examinations  available  through  professional 
associations  which  have  developed  excellent  material  in  a  number  of 
subject  matter  fields. 

The  beginnings  of  an  I.B.M.  installation  have  been  placed  in 
operation,  A  key  punch  machine  has  been  installed,  together  with  re- 
lated equipment,  which  provides  a  system  by  v;hich  applications  can 
be  processed  by  means  of  I.B.M,  The  Central  Tabulating  Bureau  is 
doing  the  actual  tabulating  of  examination  notices,  eligible  lists 
and  history  cards.  This  system  is  presently  operating  on  a  pilot 
basis  for  large  examinations  where  bottlenecks  have  frequently  occurred. 
As  these  procedures  are  anoothed,  it  is  expected  that  the  system  will 
be  aoDlied  to  a  broader  range  of  examinations  with  resultant  speeding 
of  examination  results. 

IV.  In-Service  Activities; 

After  a  period  of  intensive  recruitment,  a  Chief  Personnel 
Analyst  was  appointed  on  Jaimary  5,  I960  to  the  staff  of  the  Civil 
Service  Commission.   The  major  responsibility  of  the  Chief  Personnel 
'Analyst  was  the  establishment  of  an  emcloyee  development- evaluation 
'  ^'gram,  During  the  period  January  1  to  June  30,  I960,  the  goals  of 
i-.a  employee  development-evaluation  urogram  were  tentatively  established. 
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This  was  done  only  after  numorous  rriu'^tings  and  with  tho  assistance  of 
Appointing  Offjcers,  Representatives  of  Employee  Organizations,  Sup- 
ervising 3mployecs  and  Employees,  Forms  and  procedurrs  to  bo  used 
in  such  an  cvaluation-developm jnt  program  were  drawn  up  and  tested  In 
a  pilot  rirogram  in  two  departments:   the  Purchasing  Department  and 
the  Civil  Service  Commission. 

As  a  part  of  the  introduction  of  such  a  development- evaluation 
program  a  necessary  and  vital  step  would  be  the  training  of  supervis- 
ory employees  in  the  aims  and  methods  of  such  a  program,  A  Dilot 
training  program  was  planned  and  completed  with  tho  assistance  of  the 
San  Francisco  Unified  School  District  for  two  departments:   the  Pur- 
chasing Department  and  the  Civil  Service  Commission.  Based  on  the 
experience  gained  in  the  pilot  program,  the  forms  to  be  used  vrere 
refined  and  it  was  decided  that,  as  a  beginning,  such  a  program  would 
be  applied  first  to  probationary  appointees.   Also,  based  on  the 
experience  so  gained,  a  start  was  made  on  a  similar  training  program 
for  all  supervisory  employees  in  the  city  service,  which  urogram 
•'^ould  be  completed  by' the  end  of  the  calendar  year,  I960,   The  rc- 

"  :ion  of  the  supervisory  employees  of  the  Purchasing  Derartr.ent  and 
the  Civil  Service  Commission  to  the  training  program  was  to  the  effect 
^hat  unquestioned  benefits  were  obtained  in  connection  with  their 

i  itles  and  responsibilities  as  supervisors. 

Also  of  interest  in  this  program  was  an  Employee  Opinion  Sur- 
vey, which  was  completed  in  the  two  departments  used  for  the  pilot 
program.  This  opinion  survey  indicated  strong  and  weak  points  in 
problems  of  management  and  supervision  and  areas  where  improvement 
could  be  made. 

As  a  result  of  this  survey,  recommendations  were  made  that 
would  lead  to  better  organization  and  communications  in  both  of  these 
departments. 

As  a  part  of  the  employee  development  program,  it  became  evi- 
dent that  there  was  an  urgent  need  for  training  in  specific  fields. 
The  in-servico  activities  section  assisted  in  the  planning  ard  comple- 
tion of  a  course  for  data  processing  operators  in  cooperation  with 
I.B.M.;  the  planning  and  completion  of  a  course  for  legal  stenograph- 
ers in  cooperation  with  the  Unified  School  District;  and  a  series 
of  discussions  with  the  University  of  California  Extension  Divj sion 
leading  to  the  development  of  courses  applicable  to  supervisors  in 
'rity  employment.   A  municipal  reference  library  collection  was  begun, 
limited  at  the  start  to  books  in  the  accounting  ard  economic  field. 
Plans  are  under  way  to  coordinate  these  training  efforts  through  the 
development  and  adoption  of  city-wide  training  policies. 

V.  Statistical  Summary  of  Activities; 

1.  Comparison  of  expenditures  for  all  appropriations 
with  original  budget  apt  ropriations  for  195"^-60: 
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Arnroprj.gtions  Expenditures 


^ 


17.00 

6,^-^9.00 

5,9^0.00 

^,^76.00 

^67.00 

11,213.00 

367,76^.00 

10,999.00 

9^1.00 


Feos  and  Compensations         $  200.00 

Contractual  Services  6,1^-5.00 

Materials  and  Supplies  5,1?0,00 

Equinment  3,'=)30.0O 

Fixed  Ch-rges  ^67.00 

Salary  Survey  12,500.00 

Pernanent  Salaries  376,F50.00 

Temporary  Salaries  11,000.00 

Overtinc  1,000.00 

Supplemental  Appropriations: 

Contractual  services  1,280.00 

Materials  and  Supplies  375.00 

Equipment  96'+.  00 

2.  During  the  fiscal  year  the  following  number  of  examinations 
were  held: 

Number  of  Number  of    Number  of 
Type  of  Examination   Examinations   Applicants   Eligibles 


Regular  Cjvil  Service: 
Entrance 
Promotive 
Sub-Total 

Limited  Tenure 
(Regular) 

Limited  Tenure 

(General  Bulletins) 

Total 


203 
280 

96 

220 
i96 


1^,535 
17, €69 


1,025 

1.993 
20.887 


3,1^8 
3,797" 

'+91 

1.109 


3.  Salary  Increases: 

As  the  result  of  a  salary  survey  in  local  private  employment 
and  other  public  jurisdictions  throughout  the  State  ard,  as 
a  result  of  surveys  made  for  positions  in  the  craft  classes, 
police  and  fire  personnel  and  municipal  railway  operators, 
the  following  salary  increases  were  granted  effective  July  1, 
I960: 

Estimated  In- 
Total  No,   Classes  Positions  Creased  Cost 
Posl  tions  Increased  Increased  Ircl. Retirement 


Total  No, 
Classes 


Charter  Section 

Group 
Sec.  151.  151.1 
Administrative     7'+8 
Clerical 
Professional,  etc. 


9,281 


7h^ 


9,281 


$2,351,102 
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Estimated  In- 
Charter  Sectlt  n       Total  No.   Total   No.      Glasses       Positions  crea^ec  cost 
Group Cla  ssos     Ppsltions   Incr rased  Increased     Inc.rietireraer 

Section  I'^l.  i 

Craft  Clasf  3S  116              2,371                99              2,250                9^6,757 
Municivial 

Railway  c] asses  3              1,950                  3              1,950                351, lo^ 

.  "tions  ^5.5.1.  ^6.2 

nee  &  Fi  re      J+5      3.^1^      Jtl     JLiltl^     1.^20.998 

Totals        912     17_.016      ^95     16,895    S5. 110. n)+i 

h.    Classification: 

During  tho  fiscal  year,  the  Classification  and  Pay  Division  of 
the  Commission  reviewed  the  duties  of  the  positions,  and 
rocominended  classification  actions  in  the  numbers  of  cases  as 
follows s 

New  classes  established  ik 

New  positions  classified  in  Budget  1960-61  168 
Salary  ordinance  amendments  submitted  91 
Positions  reviewed  and  api^roved  for 

continuance  in  existing'  classification  165  (anprox) 

5.  Statistical  summary  of  certifications  and  appointments: 

Repuisition;  received; 

Permanent  2,3?^ 

Temporary  6,3l8 

Certifications; 

Regular  permanent  1,627 

Limited  Tenure  permanent  660 

Regular  temporary  1,862 

Limited  Tenure  temporary  1,030 

6,  Separations . 

Resigned  592 

Retired  286 

Relinquished  (name  returned  to  IJ  st)        lM-8 

Deceased  75 

Probationary  appolntmrmts  terminated  117 

Laid  Off  (reduction  in  force)  28 

Dismissed  27 

Total  Separations  1,275 

Very  truly  yours 

CIVIL  SERVICE  COMMISSION 

George  J.  Grubb 

General  Manager,  Personnel 
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(Jyy.)UAAJi  ^y^-^ 


The  Honorable 

Mayor  George  Christopher 

Rooa  200  City  Hall 

San  Francisco  2,  California 

Dear  Mayor  Christopher: 

In  response  to  your  request,  we  report  herewith  a  statement  of  the 
najor  activities  oi  the  Civil  Service  Coswiission  for  the  fiscal  year 
1S60-1961, 

I.  CLASSIFICATION: 

During  the  fiscal  year  1960-19Sl»  the  J.  L,  Jacobs  Company  concluded 
the  general  classification  survey  of  all  positions  in  the  city  service  except 
uniforaed  personnel  of  the  Police  and  Fire  Departments,  and  platfora 
personnel  of  the  Municipal  Railway.  On  November  3»  1961,  the  Jacobs 
Company  filed  its  final  report,  together  with  class  specifications  for 
1051  classifications,  which  representated  an  increase  of  approximately 
200  classes  over  the  existing  classification  plan.  The  Jacobs  Company 
recommendations  were  the  result  of  analysis  of  statements  of  duties 
prepared  for  each  position  by  employees  and  approved  by  department  heads, 
desk  or  field  audits  of  approximately  5OOO  positions,  and  a  protest  period 
which  resulted  in  the  revision  of  ^0  class  specifications. 

Ab  a  result  of  the  survey,  many  classification  inequities  which 
existed  for  a  long  period  of  time  will  be  corrected.  In  addition,  certain 
new  classifications  have  been  adopted  by  the  Civil  Service  Commission  whicb 
will  result  in  considerable  savings  to  the  tax  payers. 

Upon  receipt  of  the  Jacobs  report,  the  Civil  Service  Commission 
allowed  department  heads,  er.ployees,  employee  representatives,  civil, 
public  and  professional  organizations  an  additional  period  of  time  to 
protest  class  specifications  and  allocations  of  positions.  Approximately 
1250  protests  were  received. 

On  January  12,  I96I,  the  Civil  Service  Commission  adopted  6'*3  class 
specifications  which  had  not  been  protested  during  the  protest  period  of 
Dececber  i960.  At  each  meeting  of  the  Civil  Service  Commission  following 
the  meeting  of  Jsuauary  12,  1961,  the  Commission  adopted  class  specifications 
Whers  protests  fc.;ardjnr'  s'pecifipatioa^  had  been  resolved  by  staff  members* 
AS  of  June  50,  196lt  10^1  out  of  the  recommended  1051  clas:^  ^pecii'ications 
bad- bce:i.  adopted.  As  of  July  1,  ISol,  12  ncwclassificatioiia  have  been 
inoludod  in  the  annual  salary  ordinance. 
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In  addition  to  the  work  incidental  to  the  general  classification 
survey,  the  Classification  caid  Pay  Division  v/as  required  to  maintain 
the  present  classification  plan  in  order  to  facilitate  the  work  of  the 
various  city  departments,  I^j2   a  result  of  separate  classification 
studies,  &9  positions  were  reclassified* 

II.  a,  SALAI^Y  STMDA5DIZATI0N; 

The  Board  of  Supervisors  again  appropriated  512,500  to  conduct  a 
salary  survey  for  employees  subject  to  the  provisions  of  section  151  of 
the  Charter.  The  Bureau  of  Labor  Statistics'  contract  for  the  survey  of 
private  employaents  was  increased  from  $6200  to  57000  to  cover  oper- 
ational expenses.  The  S12,500  appropriation,  however,  proved  to  be 
adequate  to  complete  the  salary  survey,  due  to  a  decrease  in  staff 
expenditures  and  a  reduction  in  the  cost  of  printing  and  reproduction 
services. 

The  staff  also  conducted  the  annual  salary  survey  for  Police,  Fire, 
Platforra  personnel  and  craft  employments  as  required  by  Section  35«5»1| 
36,2,  and  151.5  of  the  Charter,  Special  salary  reports  were  prepared 
as  requested  by  the  Blythe-Zellerbach  Committee  in  its  study  of  the 
activities  of  the  Civil  Service  Commission, 

At  the  request  of  the  Board  of  Supervisors,  and  at  the  susgestioa 
of  the  Blythe-Zellerbach  Committee,  a  study  is  being  made  of  the 
advisability  of  changing  the  method  of  setting  salaries  for  employments 
within  the  service, 

II,  b,   CHA.NG2  IN  PROCSDUHS  -  SAL/.RY  ORDINAIv^CS  AMENDM^ITSt 

For  the  past  several  years  the  number  of  salary  ordinance  amendments 
submitted  by  the  Civil  Service  Commission  to  the  Board  of  Supervisors 
reflecti^Tig  new  positions  and  changes  in  classifications,  approximated 
ICO  amendments  annually.  Because  of  the  hours  of  staff  tine  involved, 
including  employees  of  the  Civil  Service  Commission,  the  Mayor's  budget 
division,  the  Controller's  budget  division,  the  Finance  Committee  and  the 
Bccrd  of  Supervisors,  and  the  cost  of  publication  of  such  amendments,  a 
chcinge  in  procedure  wc.g  indicated.  Commencing  in  the  fiscal  year  of 
I96I-6I,  the  Commission  initiated  the  procedvire  of  submitting  amendments 
to  the  salary  ordinance  on  a  queirterly  bases,  except  for  emergency 
situatic-is.  As  a  result  of  this  change  in  procedure,  the  niimber  of 
salary  ordinance  amendments  Wcis  reduced  from  91  in  1959-60  to  37  in 
1960-61. 

The  quarterly  salary  ordinance  amendment  also  affords  a  systematic 
plan  for  the  maintenance  of  the  classification  system. 
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III.  IffiCRUITXiJJT  AND  EXAMH^ATION  SECTION: 

la  the  year  just  ended,  87O  exaninations  were  held  as  compared  wr:  h 
555  for  the  prececi'.ng  year,  The  number  applicants  was  aiightly  below 
\;lja<)  of  the  preceding  year.  The  number  of  eligibles  placed  on  lists  for 
appointment  was  5tl60  as  compared  with  5»397  i^   the  preceding  year. 

The  slight  reduction  in  the  nu~.bor  of  applications  received  was  due 
in  pexrt  to  the  establishaeat  of  a  policy  by  which  for  certain  classes 
only  applicants  who  had  subinitted  proof  of  satisfactory  service  in  other 
employment  were  permitted  to  file.  This  had  the  effect  of  significantly 
reducing  the  number  of  unacceptable  applications  filed  for  classes  such 
as  Orderly,  Porter,  Janitor  and  School  Janitor,  Advertising  which  was 
done  for  recruitment  purposes  was  to  an  increasing  extent  directed  toward 
special  groups  through  professional  journals  as  in  the  case  of  registered 
nurses. 

A  large  number  of  new  classifications  was  adopted  as  a  result  of  the 
Jacob's  Classification  Survey  and  the  review  of  its  findings  by  the  Civil 
Service  Commission,  As  the  new  class  titles  are  made  effective  in  the 
Salary  Ordinance  and  the  status  questions  are  resolved  by  the  Civil 
Service  Commission,  many  needed  examinations  will  be  identified.  The 
extent  of  the  work  which  this  process  will  necessitate  is  impossible  to 
foresee  at  this  time. 

Limited  tenure  examinations  were  used  duri::j  the  course  of  the  year  to 
provide  needed  services  in  classes  for  which  recruitment  of  fully 
qualified  persorjiel  continued  extremely  difficult.  Department  heads  in 
some  instances  were  undecided  as  to  the  duties  which  they  wish  to 
allocate  to  a  particular  position  and  therefore  asked  that  limited  tenure 
examinations  be  held  so  as  to  provide  service  on  an  interim  basis  pending 
final  decision  as  to  the  composition  of  the  duties  of  a  particular  job. 

The  higher  standards  toward  which  recruitment  has  been  directed  in 
recent  years  were  continued.  The  incisiveness  of  these  standards  was 
sho\vm  in  the  examination  completed  for  Class  Q2  Policeman  in  January  of 
I9SI  where  70  eligibles  were  s&lected  from  1260  applicants,  A  similar 
indication  of  the  high  selectivity  practiced  during  the  year  is  ehowii 
in  the  examination  for  H2  Firet^sm  just  completed  in  which  87  eligibles 
were  selected  from  a  group  of  1050  applicants. 

The  02S  IBM  Key  Ponch  Machine  which  was  installed  a  year  ago  wa^ 
used  in  processing  2589  £.p?lications  by  machine  methods.  This  limited 
IBM  application  is  useful  in  helping  to  eliminate  the  peak  loads  created 
by  largo  examinations.  The  Centrcil  Tabulating  Bureau  did  the  actual 
tabulating  of  examination  notices,  eligible  lists  and  history  cards,  A 
study  is  being  made  at  the  present  time  of  the  practicality  of  further 
applying  electric  data  processing  to  the  grading  and  summarizing  of 
examination  results. 

The  Charter  amendments  of  June  I96I  included  a  provi:;ion  for  shorter 
porting  periods  for  tentative  eligible  lists.  The  two-week  period  for 
posting  of  eligible  lists  was  reduced  to  three  days  for  entrance 
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examinations  and   five  days  for  promotional  examinations.  This  has"  resulted 
in  earlier  certifications  of  eligibles  to  Vacancies  which  has  meant  better 
service  to  department  heads  and  faster  employment  for  the  eligibles 
themselves. 

IV.   IN-SZP.VIC5  ACTIVITIES; 

During  the  fiscal  year  I96O-I96I,  the  Development  Evaluation  plan 
was  introduced  in  major  city  departments;  a  training  program  for  super- 
visors in  the  application  of  the  Development  Evaluation  plan  was 
instituted;  training  in  special  subject  matter  fields  was  offered  to  all 
departments;  surveys  were  made  of  employees  and  supervisors  opinions  and 
frequent  conferences  were  held  \^d.th  the  management  of  all  departments  as 
part  of  a  program  to  improve  inter-department  communications. 

Development-Evaluation  Program 

The  Development  Evaluation  plan,  applied  in  tv;o  departments  on  a 
pilot  basis  in  the  preceding  fiscal  year,  was  further  modified  and 
improved.  Its  application  was  extended  to  probationary  employees  in  all 
major  city  departments,  A  manual  setting  forth  the  aims  of  the  plan  and 
its  method  of  operation.  The  Supervisors's  Guide  to  the  Development- 
Evaluation  Program,  was  published  October  31 »  I960,  A  revised  draft, 
reflecting  the  opinions  of  appointing  officers  and  supervisors,  was 
issued  January  I6,  I96I,  Based  on  research  results  and  the  experiences 
obtained  from  application  of  the  plan,  another  draft  of  the  Guide  was 
finished  during  this  fiscal  year  and  published  on  July  1,  19ol, 

Conferences  with  the  middle  management  of  city  departments  were 
initiated  in  May  to  provide  information  on  application  of  the  program. 
Additional  information  on  Development-Evaluation  was  imparted  to  appointing 
officers  in  a  series  of  conferences,  and  in  a  one  day  consultation  program 
attended  by  appointing  officers  and  city  department  heads. 

Training  Program 

Training  of  supervisory  employees  in  the  application  of  the 
Development-Evaluation  program  was  necessary,  A  curriculum  was  developed 
by  In-Sci'vice  staff  and  published  as  a  course  syllabus  by  the  San 
Francisco  Unified  School  District.  During  the  fiscal  yo^r,  approximately 
one  thousand  supervisors  were  trained  in  the  methods  to  be  used  in 
applying  the  Development-Evaluation  plan  to  probationary  employees. 
The  school  district  provided  four  instructors  for  this  piurpose. 

Results  of  the  training  program  in  development -evaluation  were 
validated  by  opinion  surveys  and  comparison  of  selected  groups,  A 
gain  in  factual  information  of  18^  was  found  for  those  who  completed 
the  course.  Plans  for  further  validation  of  results  were  initiated  in 
this  fiscal  year  which  will  be  developed  when  additional  staff  is 
available. 
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In  addition  to  training  in  development -evalu.:;ti on  methods,  seven 
other  courses  were  developed  by  our  staff  and  provided  to  city  employees 
by  the  school  district.  These  courses  included  V/ork  Simplification  for 
Supervisors,  Practicing  Supervision  Methods,  and  Effective  Letters- arid 
Reports.  A  course  in  the  Management  of  Data  Processing  Installation  was 
developed  through  the  courtesy  of  International  Business  Machine . 

Cor.munication  ■ 

Two  major  opinion  surveys  were  completed;  one  in  December,  of  58^ 
supervisors  and  one  in  February,  of  359  supervisors.  Results  of  these 
surveys  were  published  in  February  and  given  wide  circulation  to 
Appointing  Officers  and  Department  Heads, 

A  newsletter,  The  Training  Nev.-s,  was  established  in  October  and  was 
published  weekly  for  the  duration  of  the  first  and  second  sessions  of  the 
training  course  for  supervisors, 

V.   STATISTICAL  SUIIl'iARY  OF  ACTIVITIES; 

1,  Comparison  of  expenditures  for  all  appropriations 
with  original  budget  apj;ropriations  :  for  I96O-6I: 

Appropriations      Elxpenditures 

Fees  and  Compensations  S   200,00  S     12,21 

Contractual  Services  7,760,00  7,266.2^ 

Materials  and  Supplies  5|965.S0  5i^l6.21 

Equipment  3,027.91  2,919.33 

Fixed  Charges  ^73. 00  ^73.00 

Salary  Survey  12,500.00  11,895.18 

Permanent  Salaries  396,27^.20  393t8l9.^1 

Temporary  Salaries  16,8^0.00  16,67^.96 

Overtime  1,000.00  98^.00 

Supplemental  Appropriations : 

Contractual  Services  825.00  671.5^ 

Materials  and  Supplies  

Equi-j^ment  — — — 

Policeman's  Excunination*  4,3^+2.00 


*  to  be  expended  during  fiscal  year  I96I-62 
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2.  Curing  the  fiscal  year  the  following  number  of  examinations  were 
held: 

Number  of    Number  of  Number  of    Number  of 
Type  of  Eyr.mination       Examinations  A-;->plicants  Participants  Elipiibles 

Promotive 

Entrance 


Litr.ited  Tenure 
(Regular) 

Limited  Tenure 
(General  Bulletins 


TOTALS 


60 

1,099 

803 

312 

3^7 

15,080 

5,966 

2,981 

127* 

2,907 

1,15^ 

1,15't 

336' 


870 


•  Number  of  classifications  for 
which  examinations  were  conducted. 


1,187    1,187 


18,273    9,110 


715 


5,160 


3»  Salary  Increases: 

/is  the  result  of  a  Salary  survey  in  local  private  employment  and 
other  public  jurisdictions  throughout  the  State  and,  as  a  result 
of  surveys  made  for  positions  in  the  craft  classes,  police  and 
fire  personnel  and  municipal  railway  operators,  the  following 
salary  increases  were  granted  effective  July  1,  I96O: 


Charter  Section 
Group 


Estimated 
Total  No.  Total  No.  Classes    Positions  Increased  Cost 
Classes   Positions  Increased  Increased  Incl.  Retirement 


Sections  131,  131.1 

Adminis'crative      7^0 
Clerical 
Professional,  etc. 

Section  131.3 

Craft  Classes      112 
Municipal  Railway 

Classes  3 

Sec.  35.3.1,  36.2 

Police  and  Fire      kj> 


9,299 

2,375 
1,950 

3,^^0if 


^5i> 

95 
3 

^3 


7,839    $2,221,650 


2,205 
1,950 


800,965 
388,000 


3,^^    2,^08,751 


Totals 


918 


17,128 


695 


15,398     5,819,366 
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k.     Classification: 

Duri::^  ^^e  fiscal  year,  the  Classification  and  Pay  division  rcviev/ed 
the  dujios  of  positions,  and  recommended  classification  actions  in 
the  following  categories: 

New  classes  established  196 

New  positions  classified  in  Budget 

1961-62  352 

Salary  Ordinance  amendments  submitted       37 

Positions  reclassified  89 

5.  Statistical  summary  of  certifications  and  appointments: 

Requisition.s  received: 

Permanent  2,^5^ 

Temporary  6 , 1^7 

Certifications : 

Regular  permanent  2,282 

Limited  Tenure  permanent  736 

Regular  Temporary  2,030 

Limited  Tenure  temporary  1,375 

6,  Separations: 

Resigned  5^2 

Retired  312 

Relinguished  (name  returned  to  list)  159 

Deceased  88 

Probationary  appointments  terminated  127 

Laid  off  (reduction  in  force)  1^ 

Dismissed  I6 


Very  truly  yours, 

CIVIL  SERVICZ  COM^ilSSION 


George  J.  Grubb 

General  Manager,  Personnel 
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CIVIL  SERVICE  COMISSION  OF^^^j^N  Ffi.iIJCISCO  PC 

151    City  Hall  MAK  '<i  4  lao-* 


The  Honorable 

Meiyor  George  Christopher 

200  City  Hall 

San  Francisco,  California 

Dear  Mayor  Christopher: 


September  7,  1962 


In  response  to  your  request,  we  report  herewith  a  statement  of  the  major 
activities  of  the  Civil  Service  Commission  for  the  fiscal  year  I96I-I962, 

I.  CLASSIFICATION; 

Durinf^  the  fiscal  year  I96I-I962  the  Civil  Service  Commission  initiated 
procedures  to  put  into  effect  the  new  position  classifications  which  resulted 
from  the  general  classification  survey  concluded  in  the  previous  fiscal  year. 
By  salary  ordinance  amendment  in  December,  I96I,  the  first  large  group  of  ^+22 
positions  in  117  new  classifications  were  changed  to  the  new  classification  set-up. 
In  the  new  budget,  effective  July  1,  1962,  approximately  7500  positions  in  700  new 
classifications  were  established. 

A  proposed  draft  of  a  rule  governing  status  rights  of  employees  for 
assignment  to  new  classifications  was  prepared  and  presented  the  department  heads, 
employees,  employee  representatives,  and  other  interested  parties  in  March,  I962. 
This  draft  was  the  subject  of  a  number  of  study  conferences  and  was  revised  sev- 
eral times  prior  to  submission  to  the  Conmiission.   (The  rule  was  adopted  by  the 
Civil  Service  Commission  on  August  I6,  1962,  and  will  be  the  basis  for  ruling  on 
the  status  rights  of  employees  whose  status  rights  were  not  heretofore  determined 
by  Commission  action.)  It  is  anticipated  that  by  the  close  of  the  fiscal  year 
I962-I963  all  positions  except  those  in  which  employees'  basic  rights  would  be 
affected  will  be  under  the  new  classification  plan. 

II.  SALARY  STaNDAHDIZATICN; 

The  Civil  oervice  Coawission  was  authorized  by  the  Board  of  Supervisors 
to  conduct  a  salary  survey  for  employees  who  are  subject  to  the  provisions  of 
Section  I5I  and  151.I  of  the  charter.  The  Bureau  of  Labor  Statistics  surveyed 
private  employments  in  accordance  with  the  contractual  arrangement  which  has 
been  in  operation  for  several  years.  Although  the  Bureau  of  Labor  Statistics' 
contract,  tabulation,  and  printing  costs  have  increased  from  year  to  year,  staff 
economies  have  allowed  the  survey  to  be  completed  within  the  allotted  appropria- 
tion. 

The  salary  survey  for  miscellaneous  employees  resulted  in  increased 
salaries  for  9i2^5  employees  in  9^3  classifications,  with  the  total  estimated 
cost  of  83,^26,833. 

The  staff  also  conducted  its  annual  salary  survey  for  Police,  Fire, 
Platform  and  Craft  employments,  as  required  by  Sections  35«5.1»  36.2,  and  151^3 
of  the  Charter. 
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This  year, for  the  first  time,  the  format  of  the  salary  reports  was 
changed  to  reflect  the  new  classifications  and  occupational  grouping  recommended 
in  the  general  classification  survey.   It  was  also  possible  for  the  staff  to 
gather  additional  salary  data,  particularly  in  the  Los  Angeles  area  for  many 
classifications  which  previously  showed  "no  job  comparability".  This  resulted 
In  a  more  precise  salary  report  which  was  favorably  received. 

For  the  first  time,  the  staff  also  gathered  salary  and  classification 
data  from  the  University  of  California,  both  at  the  Berkeley  campus  and  the 
Medical  Center  in  San  Fr.mcisco. 

III.   RECRUITi'lMT  AlM'D  fflCAMINATION  SECTION; 

In  the  fiscal  year  just  ended,  102?  examinations  were  held  as  compared 
with  the  870  held  in  the  preceding  year,  a  gain  of  l8%.  The  number  of  applica- 
tions filed  was  20,638,  a  12%  rise  over  the  l8,275  filed  last  fiscal  year.  The 
number  of  eligibles  placed  on  lists  was  5,l87,  slightly  more  than  the  5,l60  of 
the  preceding  year. 

A  further  breakdown  of  the  above  statistics  relative  to  the  kinds  of 
examinations  held  shows  that,  with  an  increase  of  21%   in  the  number  of  promotive 
examinations  held,  there  were  110^  more  applications  filed,  106?6  more  pcjrticipants 
and  a  rise  of  96^  in  the  number  of  eligibles  placed  on  promotive  lists.   In 
entrance  examinations  a  rise  of  20/()   in  number  of  examinations  held  produced  an 
increase  of  S%   in  number  of  applicants,  28%  in  number  of  participants  and  9%  in 
number  of  eligibles  over  the  preceding  year.  Limited  Tenure  examinations  rose 
in  number  by  16%   but  the  number  of  applicants  decreased  by  I'+.'+^j  the  number  of 
participants  decreased  33%  and  the  number  of  eligibles  decreased  29%» 

The  above  statistics  indicate  that  the  promotive  opportunities  for  city 
employees  have  been  greatly  expanded  and  that  almost  twice  as  many  city  employees 
have  attained  eligibility  status  to  higher  positions  through  the  promotive  exam- 
ination process.  The  numbers  of  eligibles  on  entrance  lists  has  increased  only 
slightly,  whereas  the  number  of  eligibles  on  Limited  Tenure  lists  is  almost  a 
third  lees  than  in  the  preceding  year. 

The  use  of  the  pre-application  card  instead  of  the  regular  application 
form  was  instituted  for  all  classes  for  which  a  large  number  of  applicants  was 
anticipated,  i.e..  Fireman,  Policeman,  Clerical  classes.  Such  applicants  were 
given  the  examination  einnouncement,  and  if  they  believed  that  they  met  the 
minimum  requireiuents,  they  filled  out  a  short  pre-application  card.  After  the 
written  tests  were  scored,  only  the  successful  candidates  were  mailed  on  appli- 
cation which  was  to  be  completed  and  returned  when  they  appeaired  before  the  oral 
board.  Thissystem  greatly  reduced  the  number  of  applications  on  file  which  would 
have  to  be  processed  for  those  applicants  who  would  not  appear  for  the  written 
test  or  failed  to  pass. 

Another  innovation  of  the  past  fiscal  year  was  the  speed-up  in  the 
process  of  testing  for  the  typist-stenographer  classes.  Examinations  for  these 
classes  ore  now  held  on  alternate  Fridays,  and  under  the  new  procedures  a  success- 
ful applicant  can  be  offered  appointment  one  week  after  the  test  was  t^en. 


■ir^rtO     «^ 


.tOi.;£iC 


.Uod 
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The  higher  standards  required  of  entrrince  applicants  is  particularly 
evident  in  the  examinations  for  Policeman  and  Fireman.  These  candidates  are  now 
required  to  pass  an  oral  examination,  and  character  investigations  must  be  com- 
pleted before  the  eligible  lists  are  published.  Careful  screening  of  applicants 
in  Police  examination  held  in  December,  I96I,  resulted  in  a  list  of  60  elig,ible8 
selected  from  the  original  filing  by  IO65  applicants.  It  is  anticipated  that  in 
order  to  meet  the  needs  of  the  department,  three  Police  excuninations  will  have  to 
be  held  during  the  coming  fiscal  year. 

With  the  adoption  of  the  new  classification  plan  and  the  incroeiEe  in  the 
number  of  new  classes,  plus  the  new  positions  established  in  the  budet  and  the 
increase  in  promotive  opportunities  offered  city  employees,  the  Examining  and 
Recruitment  Section  enters  thy  new  fiscal  year  with  a  tentative  backlog  of  202 
classes  for  which  examinations  must  be  held.   It  will  be  only  after  the  Classifi- 
cation Survey  has  been  finally  completed, with  all  allocations  made  and  all  status 
problems  resolved,  that  the  Examining  Division  will  have  a  cle?jr  picture  of  the 
needs  to  be  met. 

In  order  to  help  meet  this  backlog  of  examination  work  without  adding 
to  staff  personnel,  the  Commission  proposed  a  new  procedure  for  administering 
limited  tenure  appointments.  During  the  fiscal  year,  department  heads  and  their 
representatives  and  employee  organization  representatives  were  called  in  for  a 
number  of  meetings  to  discuss  a  procediire  for  delegating  the  recruitment  and 
appointment  of  limited  tenure  personnel  to  appointing  officers.  The  discussions 
resulted  in  the  adoption  by  the  Commission  of  a  new  limited  tenure  rule  on 
July  5t  1962,   It  had  been  estimated  that  the  Examination  Section  was  devoting  as 
much  as  20%  of  its  time  to  the  administration  of  limited  tenure  examinations. 
The  release  of  this  manpower  to  work  upon  the  regular  examination  backlog  should 
serve  to  speed  up  the  adoption  of  regular  eligible  lists  to  replace  with  regular 
civil  service  appointees,  limited  tenure  appointees.   The  limited  tenure  procedxire 
should  ultimately  serve  to  decrease  the  workload  involved  in  payroll  checking  and 
certification  of  eligibles. 

IV.  IN-SERVICE  ACTIVITIES; 

Development-Evaluation  Program  for  Probationary  Employees. 

The  Development-Evaluation  plan,  introduced  to  major  departments  in  the 
preceding  fiscal  year,  was  applied  to  probationers  in  all  city  departments  except 
uniformed  personnel.  The  program  was  further  modified  and  improved  based  on  the 
opinions  of  employees,  supervisors  and  depeirtment  heads  obtaiined  through  surveys 
and  conferences.  A  Guide  to  the  Development-Evaluation  Program  for  Probationsiry 
Eimployees  was  published  October  2,  I96I. 

Conferences  with  appointing  officers  and  middle  management  of  major  city 
departments  were  held  between  October  sind  January  to  clarify  responsibility  shared 
between  line  management  and  the  staff  of  the  Civil  Service  Commission  for  improve- 
ment of  probationers.  An  outgrowth  of  these  conferences  was  establishment  of  an 
Advanced  Development-Evaluation  course  for  supervisors  in  January  of  this  year. 
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General  Training  Program. 

The  goal  of  the  training  function  is  improvement  of  service  to  the  pub- 
lic through  continuing  development  of  the  capacities  of  each  city  employee.  The 
availability  of  the  In-Service  Activities  staff  to  assist  departuients  that 
desired  aid  in  training  was  offered  by  the  General  Manager,  Personnel,  in  a 
conference  with  appointing  officers  early  in  the  fiscal  year.  This  offer  resulted 
in  participation  of  our  staff  on  the  Park  Department  Training  Committee  and  on 
the  Training  Committee  for  Code  Enforcement  Problems. 

In  addition  to  the  above , training  was  offered  in  the  following  subjects: 
Heading  Improvement;  Work  Simplification;  Effective  Letter  Writing;  Improving 
Memory  Retention;  Effectiveness  in  Dictating;  Personnel  Administration ;  Princi- 
ples of  Sewage  Treatment,  One  hundred  ninety-seven  employees  completed  these 
classes;  two-thirds  of  employees  attended  these  courses  at  evening  and  Saturday 
sessions.  Surveys  of  class  opinion  demonstrated  the  excellence  of  instruction 
provided  by  the  School  District  instructors  and  the  practicality  of  the  subject 
matter. 

Training  in  specialized  subjects  was  sponsored  jointly  by  the  School 
District,  interested  departments,  and  employee  organizations. 

Training  Steering  Cocnmittee. 

This  committee  was  formed  in  August,  being  the  first  city-wide  committee 
created  to  delineate  training  problems  and  policies  euid  future  needs  of  city 
departments  in  the  training  field.  A  contribution  of  this  committee  was  com- 
pletion of  a  training  suirvey  in  all  city  departments  in  March  of  this  year. 
The  Training  Steering  Committee  is  currently  working  on  modifications  of  city 
training  policies  as  a  result  of  the  findings  of  the  survey  of  appointing 
officers. 

An  outcome  of  the  Steering  Committee  survey  was  sponsorship  of  an 
ordinance  to  provide  assistance  to  employees  who  attend  recognized  educational 
institutions.  This  ordinance  was  considered  by  the  Judiciary  Committee  in 
February  and  favorable  action  is  expected  during  the  next  fiscal  year, 

Hiph  School  Diploma  Program. 

The  policy  of  the  Civil  Service  Commission  in  upgrading  requirements 
for  promotive  examinations  emphasized  the  importance  of  high  school  graduation. 
A  program  leading  to  the  high  school  diploma  offered  by  the  School  District  was 
publicized  through  our  staff  to  city  employees.  Over  two  hundred  employees 
enrolled  in  this  program  in  the  spring  semester  and  are  currently  working  towards 
their  diplomas.  The  In-Service  Activities  Division's  efforts  to  stress  this 
program  have  continued  with  considerable  success.  The  School  District  has 
commented  on  the  high  level  of  ability  and  motivation  of  the  city  employees  now 
enrolled. 

Training  in  Data  Processing. 

In  cooperation  with  the  Controller's  Department  and  the  School  District, 
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the  Civil  Service  Commission  assisted  in  preparation  of  an  iiitroductory  series 
of  courses  designed  to  give  employees  a  general  understanding  of  data  processing 
methods. 

Coro  Foundation  Internship  Program. 

Staff  members  of  the  Commission  in  the  In-Service  Activities  Division 
continued  their  assistance  with  the  intern  program  of  the  Coro  Foundation  which 
provided  for  two  interns  to  take  intensive  training  in  the  areas  of  examinations, 
salary  and  wage  policies  and  practices,  and  training. 

V.  STATISTICAL  SUWufiY  OF  ACTIVITIi::S ; 

1.  Comparison  of  expenditures  for  all  appropriations  with  original  budget 
appropriations  for  196I-62: 

Appropriations  Expenditures 

Fees  and  Compensations  $    200.00  $      5.35 

Contractual  Services  12,683,00  7, 590.08 

Materials  and  Supplies  7,158.00  7,158.00 

Equipment  2,170.00  2,170.00 

Fixed  Charges  ^+67. 00  556.00 

Salary  Survey  12,500.00  11,502.00 

Permanent  Salaries  ^37,955.00  ^29,l80.20 

Temporary  Salaries  12,750.00  12,750.00 

Overtime  1,000.00  1,000.00 

Supplemental  Appropriations : 

Materials  and  Supplies  8OO.OO  248.81 

iiquipment  1,162.00  7^8.93 

Temporary  Salaries  22,839.00  1^,^38.67 

Overtime  2,911.00  906.IO 
Replacement  of  Employee 

Assigned  to  EDP  Program  2,290.00  1,7^2.47 

2.  During  the  fiscal  year  the  following  number  of  examinations  were  held: 


Type  of  Examination 

a^ 

^minations 

Applicants 

Participants 

Eligibles 

Promotive 

73 

2,305 

1,736 

613 

Entrance 

4i8 

14,829 

7,634 

3,257 

Limited  Tenure 
(Regular  and  General 

Bullet 

ins) 
1,027 

20,638 

12,874 

5,187 

♦Number  of  classifications  for  which 
examinations  were  conducted. 


.y. 
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3.  Salary  Increases: 

As  the  result  of  a  salary  survey  in  local  private  employment  and  other  public 
jurisdictions  throughout  the  State  and,  as  a  result  of  surveys  made  for 
positions  in  the  craft  classes,  police  and  fire  personriel,  and  municipal 
railway  operators,  the  following  increases  were  granted  effective  July  1, 
1962: 


Charter  Section 
Group 

Total  No. 
Classes 

943 

Total  No. 
Positions 

10,282 

Classes 
Increased 

745 

Positions 
Increased 

9,245 

Estimated 
Increased  Cost 
Incl,  Retirement 

Sec.  151,  151.1 
Administrative 
Clerical 
Prof essionsil ,  etc. 

53,426,833 

Sec.  151.3  (Craft) 

115 

2,168 

97 

1,866 

1,029,000 

"    "  I^unicipal 
i?ailway 

3 

1,790 

3 

1,790 

378,566 

Sec.  35.5.1,  36.2 
Police  and  Fire 

'^? 

3,404 

^? 

3,404 

5?2,064 

Totals 

1,104 

17,644 

888 

16,305 

$^,386,46? 

k.   Classification 

During  the  fiscal  year,  the  Classification  and  Pay  Division  reviewed  the 
duties  of  positions,  and  recommended  classification  actions  in  the  follow- 
ing categories: 


New  positions  classified  in  1962-63  Budget 
Salary  Ordinance  amendments  submitted 


272 
31 


Number  of  employees  in  various  categories  as  a  result  of  the  general  classi- 
fication survey,  effective  July  1,  I962  (exclusive  of  Police  aiid  Fire 
uniformed  forces  and  operating  personnel  of  Municipal  Railway: 


Status  granted  in  new  classes  because  of  mere  retitling  of 

the  old  class  (class  equivalents). 

(This  figure  includes  approx.  2,000  craft  employments) 


7,000 


Status  granted  by  Civil  Service  Commission  action 
where  duties  and  responsibilities  deemed  to  be 
comparable. 


3,000 


Remaining  employees  whose  status  has  not  yet  been 
determined. 


2,100 


12,100 
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5.  Statistical  summary  of  certifications  and  appointments: 

Requisitions  received; 


Permanent 

3,100 

Temporary 

6,109 

Certifications: 

Regular  permanent 

i,m 

Limitod  Tenure  permanent 

7kk 

Regulcir  temporary 

1,63^ 

Limited  Tenure  temporsiry 

1,593 

psirations : 
Resigned 

63'f 

Retired 

3^3 

Relirq dished  (name  returned  to  list)  l66 
Deceased  80 

Probationary  appointments  terminated  ll8 
Laid  off  (reduction  in  force)  2 
Dismissed  37 


Very  truly  yours 

CIVIL  SERVICE  COMMISSICW 

Harry  Albert 

Acting  General  Manager,  Personnel 


HA:IW 


^5 
If^'^^  ivm; 

0  .H^  CIVIL  SERVICE  COMMISSION  OF  SAN  IRaNCT.SCO 

151  City  Hall 

''^  Scpteinber  11,   19^3 

The  Honorable 

MeiycT  George  Christopher 

200  City  Hall 

San  ?raicisco,  California 

DeGur  Mayor  Christopher: 

In  response  to  your  request  of  July  26,  1963}  we  report  herewith  a  eta-, 
mcnt  of  the  major  activities  of  the  Civil  Service  Coauuission  for  the  fiscal  yeev 
1?62-196>. 

I.  CLASS JJTCATTC'N; 

On  July  1,  1962,  the  Budget  sind  Salsiry  Ordinance  reflected  the  realloca- 
tion of  approxinntely  10,000  positions  to  the  now  classification  plan  which  resul-o 
frora  a  gercral  classification  survey  initially  ccnducred  by  the  J.  L.  Jacobs  Comj>a::' 
of  Chicago  and  completed  by  the  staff  of  the  Civil  Service  Commission.  As  of 
July  1,  1965»  there  remained  in  the  forraei-  classification  plan  88  classes,  which 
r  included  approxiiiately  1270  employees.  The  former  classifications  are  being  elimj.^ 
atod  as  problems  related  thereto  are  resolved  by  action  of  the  Civil  Service 
Commission, 

A  status  resolution  adopted  by  the  Civil  Service  Commission  resulted  in. 
the  granting  of  status  in  the  new  classes  to  approximately  38'30  employees. 

In  June  1963  the  Civil  Service  Commission  began  a  series  of  open  hesirings 
at  which  requecca  for  reallocations  of  position  which  had  been  submitted  in  the 
aforementioned  survey  by  employees,  employee  representatives  and  department  heads 
were  heard.  These  hearings  will  be  in  three  parts;  First j  requests  for  realloca- 
tions of  positions  originally  submitted  by  employees  immediately  after  the  submis- 
sion of  the  J.  L,  Jacobs  report;  second,  requests  for  reconsideration  of  allocation 
of  positions  and  requests  for  grants  of  status;  third,  recent  requests  of  employees, 
employee  representatives  and  department  heads  requesting  upgrading  of  positions. 

II.  SALAJRY  STA^r£).\RDIZATION: 

The  Commission  staff  again  conducted  a  salary  siorvey  for  employees  whose 
compensations  £ire  subject  to  Sections  151t  151«1»  151»3»  35. 5*1  and  36.2  of  the 
Charter. 

The  salary  survey  for  miscellaneous  employees  (Sections  I5I  and  I5I.I) 
resulted  in  an  increase  of  salaries  for  9759  positions  in  983  classifications, 
with  the  total  estimated  cost  of  $2,595,728, 

III.  HEALTH  AND  WELFARE; 

As  a  result  of  court  decisions  in  cases  brought  by  craft  unions,  health 
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and  welfare  benefits  included  in  l.nbor  agreemf:nts  and  paid  by  private  orivoloyers  into 
health  and  welfare  fuDd^  oust  be  paid  in  cash  as  part  of  th.-  rate  of  p-y  to   city 
craft  employees.  The  annual  salary  urdinance  new  ■ixclud--s  T.ho  valuo  of  sunh  health 
and  v/elfaro  benefits  according  to  each  prevailing  bar^aiaing  c.^r o-:;'v.ent   contract. 
Bared  on  contentions  rade  by  this  office,  the  court  hu.".d  that  tb^   ':ity  and  county 
co'-ld  take  as  an  offset  the  aaount  of  money  contribu';od  by  t-'ne  city  to  the  eruployee' 
health  service  plan  and  the  value  of  the  death  benefit  payment  aade  by  the  Eetxremei: 
System,  The  three  to  four  cents  per  hour  offset  against  health  and  welfare  payaent.- 
approximating  ten  cents  per  hour  represented  substantial  savings. 

IV.  RESULTS  OF  SALARY  SURVKY: 


As  the  result  of  a  salary  survey  in  local  private  errploynient  and  otho.-. 
public  jurisdictions  throughout  the  State,  and,  as  a  result  of  surveys  uade  for 


pos-itionr:  in 


craft  classes,  police  and  fire  persounelj  and  municipal  railwa; 


operators,  the  following  increases  were  granted  effactive  July  1,  I963J 


Estimated 

Charter  Section 

Total  No, 

Total  No, 

Classes 

Positions 

Increased  C03. 

Groi;p 

Classes 

Positions 

Increased 

Increased 

Incl.Rotiremei 

Sec, 151,  151.1 
ACii"'Ji,  jCJ  erical, 
Professional, etc. 

983 

9,957 

879 

9.759 

12,595,728 

Sec,  151.3 

Crait 
1  Muni  Railway 

8^ 
3 

2,168 
lj790 

75 
3 

1,925 
1,790 

631,660 
530,6ifl 

i  Sec,   35.5.1,  36.2 
Police  &  fire 

^3 

3,^0^ 

^3 

3,^0'f 

1,719,766 

1       TOTAL 

1,113 

17,319 

1,000 

16,878 

$5,^77,795 

During  the  fiscal  yecir  the  Classification  and  Pay  Division  reviewed  the 
duties  of  positions  and  recomiaended  classification  actions  in  the  following 
categories: 

New  positions  classified  in  1963-64  Budget  ....  195 
Salary  Ordinance  amendments  submitted  .  19 

Numbers  of  employees  in  various  categories  as  a  result  of  the  general  classification 
survey,  effective  July  1,  I963  (exclusive  of  Police  and  Fire  uniformed  forces  and 
operat3Jig  personnel  of  Municipal  Railway): 

Status  granted  in  new  classes  because  of  mere  retitling  of  the 

old  class  (class  equivalents)  7,000 

(This  figure  includes  approximately  2,000  craft  employments) 

Status  granted  by  Civil  Service  Commission  action  where  duties 

and  responsibilities  deemed  to  be  comparable  ,  .  ,  .  3,830 

Eaployees  remaining  in  the  former  classification  plan  in  order 
to  avoid  an  adverse  effect  upon  them  or  due  to  continuing 

cl3i8sification  problems   ...,..,.. ••>     1.270 

Total 12,100 
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V.  RECRUITM?NT  AND  EXAMTNATION  SECTION; 

In  the  year  just  ended  503  regxilar  exatainations  were  held  as  coinpcired  with 
491  for  the  preceding  year.  The  number  of  applicants  for  th-jsc  cxo-'U.nat-.on's  was 
l^^'+Sl,  as  cotapared  with  17tl3'+  in  the  preceding  year.  The  nirnoo-f  -'i   eligioles 
placed  on  regulsir  lists  was  3.608,  as  compared  with  3;870  in  the  preceding  year. 

The  reduction  in  the  number  of  applications  was  due  in  part  to  the  estab- 
lishment of  a  po.'i.icy  by  which  for  certain  classes  only  applicants  who  had  submitt'><: 
proof  that  they  met  the  minimum  qualifications  were  permitted  to  file.  More 
extensive  ccuiiseling  of  prospective  applicants  has  been  done  before  acceptance  of 
applications  to  assist  the  applicant  to  apply  only  for  those  exaninations  for  whi  :; 
he  is  fully  qualified.  Applicants  whose  education  and  experience  do  not  prepare 
thca  to  qualify  for  examinations  currently  open  for  filing  are  encouraged  to  re\;'. 
tl'.o  extcT.-ive  job  opportunities  which  exist  in  the  now  clcssification  plan,  Adv; 
t:,r.ing,  wii.'.ch  was  done  for  recruitment  purposes,  utilized  newspapers  and  profes^:' 
journals  most  lil:ely  to  reach  the  greatest  numbers  of  qualified  applicants. 

The  new  classifications  adopted  as  a  result  of  the  Jacobs  Classification 
Survey  have  provided  excellent  job  descriptions  as  a  basis  for  recruitment  and 
exam.-'.ning,  Hov/ever,  prior  to  their  adop-i-ion  a  number  of  examinations  were  post- 
pcr>ci  pending  adoption  of  the  new  classifications  during  the  course  of  the  year. 
Witn  the  adoption  of  the  new  classifications,  new  minimum  requirements  for  admissic 
t^  examinations  have  been  developed.   In  promotional  examinations  promotional  IJJief; 
are  being  redefined.  Such  redefinitions  have  been  made  with  a  view  toward  improvrl. 
the  service,  but  also  with  concern  for  the  protection  of  the  rights  of  present  citj' 
employees. 

The  limited  tenure  program  of  appointments  was  decentralized  and  delegated 
to  the  various  departments  so  that  the  staff  time  involved  in  this  department  for 
such  limi'red  tenure  appointments  could  be  devoted  to  the  regular  civil  service 
examination  pro^^i-am.  The  problems  of  administration  which  are  often  experienced 
in  sijch  a  sigui  ficant  change  were  such  that  the  results  were  not  as  good  as   expectedp 
However,  the  nu'aber  of  emergency  non-civil  service  employments  was  reduced  very 
significantly  and  some  departments  were  better  manned  then  they  had  been  for  years, 
Thi.T  department  has  worked  on  a  program  to  minimize  limited  tenure  appointments  by 
requesting  the  resources  necessary  to  provide  regular  civil  service  elit^ibles  for 
the  service  as  a  whole. 

The  delegation  of  the  limited  tenure  examination  program  to  the  operating 
agencies  freed  sufficient  staff  time  to  hold  two  examinations  for  Policeman  and 
one  examination  for  Fireman  during  the  year  without  supplementary  appropriations. 
The  most  extensive  character  investigations  ever  made  in  this  jurisdiction  were 
followed  through  for  these  classifications.  The  purpose  of  these  investigations 
was  to  establish  to  the  fullest  extent  possible  that  new  recmiits  to  these  two 
vital  services  were  of  the  highest  physical,  mental,  and  moral  caliber.  The  31st 
list  of  Policeman  contained  58  men  selected  from  98O  applicants.  The  32nd  list 
of  Policeman  contained  68  men  selected  from  698  applicants.  The  21st  list  of 
Fireman  contained  139  laen  selected  from  936  applicants. 

The  cooperation  provided  by  the  Police  Department  in  the  investigations 
of  police  applicants  was  outstanding  and  deserving  of  the  highest  commendation. 
Similcir  cooperation  has  been  shown  by  the  Fire  Department  in  helping  to  screen 
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Fireaon  applicants,  and  by  the  M'jnicipal  Railway  in  reviewing  the  driving  records 
of  Bus  Drivers,  ConJuctavs  and  Motcrneno 

The  examination  program  contains  scne  thirty  oxamj.nr> t .rona  vhic!.  ire  given 
on  a   monthly  basis.  Tho3e  represent  largely  classiip.cations  ie'.a;_cJ  to  the  medical 
field,  serial  welfare  field,  and  other  clacses  for  which  thoro  ic  a  critical  and 
Convi:iuin,3  need  with  qualified  appli.cantG  in  short  supply c  Sxnmioati.ono  for  Jtmior 
l^p.i.st,  Junior  rtonog-copher;  Typist-Clerk  and  Stenographer-Clerk  are  Ri.iyon  on 
alternate  Fridays,  in  o.. dor  to  provide  needed  office  workers.  In  addlVJca,  some 
k5   vxami-nation  announceijonts  £ire  open  for  filing  at  any  one  time,  T.h::   UBUcxl  filr.ir 
period  foi*  an  examination  is  between  ■rhree  an.d  four  weeks.  As  some  cxaninaticns 
close  for  receipt  of  applications,  others  a:oe  constantly  being  c'p?ned.  New  exaiX'Ti. 
tions  to  be  annovnoed  face  a  severe  shortage  of  recruits  for  i^rofessional  and  aL'. 'o 
I  types  of  employment, 

SUMMi'JlY  OF  SXAKJIJATIONS 


Seep  of  E>:?.aination    a 

itrance : 

Regular 
Continuous 

teomotive : 

Regular 
Continuous 


I         Total 

VI.  IN-SKHVICE  ACTIVITIES ; 

I    Devolopment-Evaluation  Program  for  Probationary  Qaployees; 

The  development-evaluation  progrnn  introduced  to  departments  in  fiscal 
year  I96I  was  continued  dioring  the  current  fiscal  yoar.  Four  cleisses  in  the 
training  of  new  supervisors  in  development-evaluation  were  completed  during  the 
irecir;  seventy-six  supervisors  participated.  The  staff  has  completed  a  survey  of 
supervisors  and  probationary  employees  who  have  participated  in  the  program.  This 
study  indicates  employees  and  sujjervisors  recognize  the  importance  the  conferences 
play  in  the  development  of  the  employee,  /is  a  r^-sult  of  this  survey,  the  staff  is 
surrently  evaluating  changes  and  amendraents  to  further  improve  the  plan. 

General  Training;  Program; 

In  line  with  further  improvement  of  the  public  senrice  through  continuing 
ievelopmc-nt  of  the  capacity  of  each  city  employee,  the  In-Service  Activities 


July  1, 

1962 

tc  June  30 5 

1963 

Number  of 

NvJ.nber  of 

Number  of 

Number  of 

E::am:.Jia  tions 

itpplicantR 

Participants 

ElifT-i.bles 

85 

7,185 

5,^,22 

12,673 

3,935 
2,860 
r,803 

1,010 

l799Jt 
3,00Jf 

62 

l,76if 
1,78^ 

1,2'fl 

17 

1,258 

591 

So? 

m 

if^A^i 

8;  061 

2i608 
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staff  assisted  the  various  departaents  in  providing  the  followin3  train:ji4j  programs 
during  the  last  fiscal  year: 

(1)  A  course  in  Coniinunity  Relations  fcr  Co.Ig  I>iforcc:r.)ent  Ingpec^-ora  of 
the  Public  Health,  Fire  and  Public  IVcrls  Departments  wcs  provided-  I.-i£,trr.o'.i  onal 
help  was  supi^lied  by  the  Adult  Dj.vision  of  the  San  Fi'o.ncisco  Unified  och;30l  Dis- 
trict; 132  Inspectors  have  participated  in  the  course, 

(2)  A  course  in  Connrcl  Systeon  for  Stationary  Enp;ineors  was  provided. 
Instructional  help  was  supplied  by  the  San  iVancisco  Unified  School  L-'.sbrict;  the 
instructor  was  a  reprcsentati/e  of  private  industry*,  k3   city  employees  participatec 
in  the  training  course. 

(3)  Fo.llowing  a  series  of  meetings  with  Recreation  and  Park  Department 
managemenr  and^represencativos  of  various  employee  groups,  a  course  in  Advanced 
Qmaaental  Horcic-.ilt'.u'.;  for  skilled  gardeners  and  supervisory  personnel  will 
begin  in  i'-ptombcr,  1963.   Inctrucirional  help  will  be  provided  by  t}io  San  ?^-ancisro 
Unified  r>chool  Tistrict,  and  the  facilities  of  the  City  Colle:geh  Otpartmont  of 
OrnaTiental  Horticulture  will  be  used  for  this  com-sej  Sixty  ecipxcyees  will  parti- 
cipate la  the  f.'.rst  class;  this  class  will  last  for  32  weeks.  The  program  will  be 
extended  to  garder.ing  classifications  in  other  city  depe-rtuents ,  and  it  is  antici- 
pated that  approximately  200  employees  will  participate  in  this  training  program 
dv.?i:ig  the  next  trfo  years. 

(.k)   Following  a  series  of  meetings  with  the  representatives  of  the  School 
CcniQunity  luproveoent  Program  of  the  San  Frsjacisco  Unified  School  District,  the 
staff  has  developed  a  trainin^-^  course  for  i>rospective  euplcyees  of  the  City  and 
County  of  San  Francisco  in  jan:.torl 3I  and  related  custodial  classes.  This  class 
wi^J.  begin  in  October  of  this  year  sjid  will  provide  a  training  program  for  high 
school  di'op-outs,  potential  high  school  drop-cuts,  and  referrals  from  the  State 
Department  cf  Eaiployaent.  The  training  course  will  include  instruction  in 
janitorial  Methods  and  techniques,  personal  appearance  and  personal  relations. 
Under  this  proginm  25  prospective  job  apjlicants  will  be  trained  for  a  period  of 
four  months;  there  will  be  three  semesters  a  year;  a  total  of  75  applicants  will 
be  trained  annually. 

Reimburseuent  for  Tuition; 

The  Board  of  Supervisors  during  the  past  fiscal  year  authorized  partial 
or  full  reimbursement  to  city  and  county  employees  and  officers  for  costs  cf 
tuition  at  accredited  schools.  Full  reimbursement  and  related  costs  will  be 
provided  fcr  trarjiing  in  present  job  duties,  and  fifty  per  cent  reimbursement  for 
training  for  promction.  The  provisions  cf  this  ordinance  will  become  effective 
when  funds  have  been  appropriated  and  are  available. 

High  School  Diploma  Program; 

The  Civil  Service  Commission  and  the  staff  are  aware  of  the  need  for  at 
least  a  high  school  education  and  advanced  training  as  a  minimum  requirement  for 
more  and  more  positions  in  the  city  service,  A  program  leading  tc  the  high  school 
diploma  offered  by  the  School  District  has  been  publicized  to  city  employees.  In 
this  connection  the  Commission  provided  an  advisory  and  liaison  service  for  inter- 
ested employees  and  informed  them  of  the  need  for  a  high  school  diploma  as  a 
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requirement  for  advanceuont  in  the  service.  Over  two  hundred  c.nplo.ye  jt  '..we   enrollt 
in  this  program  since  its  inception;  six  city  ewi.lcy3es  g.'..  "icv-ated  from  the  1962  fal. 
class  with  a  high  school  diploma;  an  additional  Lnirty-fja  vP.ployocr>  v-rre   enrolled 
in  a  Qost  recent  class  for  the  spring  seoester  and  will  continue  in  tho  .fall. 

Trajnin^-:  in  Data  Prccer-r.jnp; : 

In  cooperation  with  the  Controller's  Office  and  the  School  District,  the 
Civil  Service  Oocmis'.ion  cmKlnued  an  introductory  series  of  courses  di-3icned  to 
Qi\e   CDployses  a  general  imderstanding  of  data  processing  nethods,  Jcrr^y  such 
classes  were  ccL.pletC'd  dur/^rg  the  paat  year;  apprcxiinatoly  nine  hiincTrnd  city  en- 
plcyees  participated  .in  the  classes;  fxfty-two  of  these  cmployocs  completed  a  cou;- 
in  computer  ope.-ator's  training;  one  hundred  twenty-five  employees  completed  a 
tabulating  ccuise  sponsored  by  the  S.?hocl  District, 

Coro  Four-flo  b.i.on  Inter'^ship  Pro-^iraa: 

Staff  nenbors  of  the  Commission  in  the  In-Service  Activities  Division 
continued  thev.-  assistance  with  the  intern  program  ,f  the  Coro  FotJidation.  During 
the  year  tvo  L-.terns  closely  observed  the  v/c.rk  o.f  the  Coniniosd.on  in  the  areas  of 
exrminations,  classification,  salary  and  wage  adninistration.  and  training.  A 
etc f f  meirbor  represented  the  Commission  as  a  member  of  the  l8th  Annual  Coro 
Foundation  Selection  Committee, 

VII.  STATISTICAL  SUMMARY  OF  ACTIVITIES; 

Comparison  of  expenditures  for  all  appropriations  with  original  budget  appropria- 
ticn.s  for  1962-63: 

Appropriations     Ebcpenditiures 

Fees  and  Conpensations  $     50<,00  $       ,00 

Contractual  Services  10,28l.CO  9,309.5^ 

Materials  and  Supplies  6,800-00  5,052.^9 

Equipment  1,792.00  1,792.00 

F:bced  Charges  567.00  566.00 

Salary  Survey  12,500.00  ll,l80.78 

Permanent  Salaries  ^73,^8l.0'0  ^55,.58lc-75 

Tecpcrary  Salaries  26,000.00  25,877.10 

Overtime  1,250.00  423.00* 

Police  Examination  1,500.00  1,398.00 

Ei.ectrcnic  Data  Processing- (Temp. Salaries)  30,555,00  l'+,'f98,73** 

Implementaticn  of  new  Classification  Plan  20,^+26.00  7,307.50** 

(iis  reflected  by  Controller's  i^ppropriation  Statement  for  period  ended  6-3O-63) 

•Due  to  the  changeover  of  personnel  and  payroll  records  resulting  from  the  imple- 
mentation of  the  new  classification  plan,  most  overtime  expienditurcs  for  fiscal 
year  I962-63  was  charged  to  2.121.955.111  rather  than  2.121.111.000, 

•♦Special  Appropriations  -  Funds  carried  over  to  fiscal  year  1963-6^+  since  work  is 
not  yet  completed. 
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Statistical  siunuiary  of  certifications  and  api  cintacnts  for  period  ISSc-*^-?: 

Requisitions  Received; 

Pcrcianent  3»286 

TeTiporary  6,737 

Certifi'T.utions : 

Re^^iilar  Permaner.t       2,P!55 
Limited  Tenure  Percnnont  1,.'>79 

Regular  Tirapcrary       l,?'? 
Linited  Tenure  Temporary  2,'t6l 

Separetu-rns : 

Ee-igned  67O 

Retii-ed  325 

Rel: nqu:'. whed  (Name  returned  to  list)  199 

De'p.ased  9^ 

Rrc>.atioQsry  Appointments  Terminated  104 
La-..i  Off  -  Reduction  in  Force) 

Eismissed  2k* 

*6  appealed  -  k   appeals  denied;  1  appeal  under  submission;  1  off  calendar. 

Very  truly  yours 

CIVIL  SERVICE  COMMISSiaJ 

George  J.  ICtr/ibB 

General  Mar^ger,  Personnel 
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151  City  Hall 

Huguet 

DOCUM-NTS 


August    28,     196** 


The  Honorable 

l-iayor  John  F.  Shelley  MAY  2  4  1965 

200  City  Hall  "'"'   ^^ 

San  Francisco,   California 

'  SAN   FRANCISCO 

public:  I  io"»D-' 

Dear  riayor  Shelley: 

In  response  to  your  request  of  July  21,  196^+,  we  report  herewith  a  state- 
ment of  the  major  activities  of  the  Civil  Service  CoiDinission  for  the  fiscal  year 
1963-196^. 

I.  CLASSIFICATION; 

During  the  fiscal  year  1963-196^,  this  office  continued  the  work  of 
putting  into  effect  the  recomiiiendations  of  the  general  classification  survey.  As 
of  July  1,  196^1  there  remained  in  the  former  classification  plan  85  classes  which 
included  approximately  856  employees.  The  former  classifications  are  being  elimin- 
ated as  problems  relating  to  their  continuance  are  resolved  by  action  of  the  Civil 
Service  Commission. 

At  regular  meetings  during  the  fiscal  year,  the  Civil  oervice  Commission 
conducted  hearings  to  resolve  requests  for  reallocation  of  positions  resulting  from 
the  general  classification  sixrvey.   In  addition,  the  Commission  took  action  on 
classification  iiiatters  which  have  been  brought  to  its  attention  since  the  adoption 
of  the  general  classification  survey. 

During  the  fiscal  year,  ^+60  positions  were  reallocated  or  reclassified, 
n/hile  many  of  the  reallocations  simply  reflected  recommendations  of  the  general 
classification  survey,  others  required  desk  and  field  audi  is  which  occupied  many 
man-hours  of  staff  time.  Some  of  these  staff  investigations  are  as  follows: 

1.  An  evaluation  of  all  clerical  positions  assigned  to  the  secondary 
schools  in  ^an  Francisco. 

2.  A  study  of  the  janitorial  services  at  the  San  Francisco  International 
Airport. 

3.  A  field  audit  of  the  duties  of  Stockmen  assigned  either  to  the  main 
warehouse  in  the  Board  of  Education  or  in  the  maintenance  and  upkeep 
of  the  physical  properties  of  the  public  schools. 

h.   An  evaluation  of  duties  performed  by  Theatre  Janitors  in  the  War 
Memorial  Opera  House  with  particular  reference  to  the  application 
of  the  Theatre  Janitors'  Agreement  which  exists  in  private  employ- 
ment. 

5.  An  analysis  of  the  airport  Communications  Service  at  the  International 
Airport,  resulting  in  a  retitling  of  the  positions  to  Airport 
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Communications  Operator,  as  well  as  a  revision  of  the  class  speci- 
fication for  these  positions. 

6.  During  the  fiscaLL  y. ar,  the  State  Education  Code  was  amended,  result- 
ing in  the  blanketing  into  civil  service  76  positions  assigned  to  the 
Child  Care  Centers  operated  by  the  School  Department,  These  positions 
were  classified  by  the  staff  and  approved  by  the  Civil  Service  Com- 
mission. 

7.  In  addition,  86  positions  were  created  in  the  Public  Welfare  Department 
by  action  of  the  State  Legislature,  and  4  positions  were  created  in 
the  Department  of  Public  Heeilth  as  a  result  of  the  same  legislative 
action.  These  positions  were  analyzed  by  the  staff, and  the  resulting 
classifications  were  adopted  by  the  Civil  Service  Commission. 

During  the  fiscal  year  the  Classification  and  Fay  Division  reviewed  the 
duties  of  positions  and  recommended  classification  actions  in  the  following  cate- 
gories: 

New  positions  classified  in  1964-65  Budget 228 

Salary  Ordinance  amendments  submitted  38 

II.  SALAllY   STaUDARDIZATION ; 

The  staff  of  the  Classification  and  Pay  Division  again  conducted  salary 
surveys  for  employees  whose  compensations  are  subject  to  Sections  151,  151.1,  151<>3, 
35.5.1  and  36.2  of  the  Charter. 

As   a  result  of  such  salary  surveys  in  local  private  employment  and  other 
public  jurisdictions  throughout  the  State,  and  as  a  result  of  surveys  made  for 
positions  in  the  craft  classes,  police  and  fire  personnel,  and  launicipal  railway 
operators,  the  following  increases  were  granted  effective  July  1,  1964: 


Charter  Section 
Group 

Sec. 151.  151.1 
Adm. , Clerical, 
Professional , etc . 

Sec.  151.3 
Graft 
Muni  Railway 

Sec.  35.5.1.  36.2 

Police  3(  Fire 


Estimated 
Total  No.  Total  No.  Classes    Positions  Increased  Cost 
Classes   Positions  Increased  Increased  Incl,  Retirement 


1,082 

11,139 

1,004 

11,042 

34,162,618 

75 
3 

1,761 
1,783 

75 
3 

1,761 
1,783 

960,820 
484,557 

?9 

?,'^^3 

3? 

^t'^? 

1,106,3?? 

1,199 

18,126 

1,121 

18,029 

^^6, 714, 330 
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III.  COURT  ACTIONS  INVOLVING  CLASGIFICiiTION  AUD  3aLj\RY  ADulMi<i:-iAllOU: 

1.  Henry  Thomlinson,  et  al  vs.  City  and  County  of  San  Francisco: 
Superior  Court  525381. 

This  case  involved  a  setting  of  a  rate  for  Powerhouse  Operators  under 
Chcirter  Section  151.3«  In  April,  the  Civil  Service  Commission  certified  a  rate 
of  4iil35«15  a  week,  based  on  the  P.G.  &  h,  contract  for  a  sub-station  considered 
comparable  to  the  Municipal  Railway  Powerhouses. 

In  investigating  a  protest  regarding  the  rate,  the  staff  discovered 
that  the  rate  certified  in  npril  related  to  a  Powerhouse  located  outside  of  the 
geographical  limits  of  San   Francisco.  Therefore,  a  new  rate  of  }4>131.^0  was 
substituted  in  July. 

The  petitioners  claimed  that  the  rate  as  certified  in  April  could 
not,  therefore,  be  changed  by  substituting  another  rate  and  that  the  City  was 
restrained  from  such  action  even  though  the  powerhouse  from  which  the  original 
rate  was  obtained  was  located  outside  of  San  Francisco.  The  Court  denied  the 
petition,  and  the  rate  certified  for  the  powerhouse  within  San  Francisco  was 
held  to  be  legally  adopted.  The  Appellate  Court  upheld  this  decision,  and  the 
action  was  made  final  by  refusal  of  the  Supreme  Court  to  hear  further  appeal. 

2.  Ballesteros,  et  al  vs.  City  and  County  of  San  Francisco:  Superior 
Court  528225. 

Petitioners  claimed  that  the  rate  for  assistant  Gardener  should  be 
based  on  the  Laborer's  rate,  which  is  set  under  Charter  Section  151.3.  By 
judgment  of  the  Court  the  Civil  Service  Commission  was  directed  to  set  salaries 
for  1962-63  and  1963-64  under  Charter  Section  I5I,  "so  that  they  bear  a  realistic 
relationship  in  accordance  with  the  findings  on  file"  with  contract  rate  for 
Laborer.  The  judgment  further  held  that  the  maximum  rate  of  pay  for  Assistant 
Gardeners  should  be  90;^  of  the  Laborer's  rate. 

This  judgment  was  retroactive  to  July  1,  I962.  Supplemental  timerolls 
are  now  being  prepared  to  compensate  Assistant  Gardeners  as  directsd  by  the 
Court. 

3.  Freed,  et  al.vs.  City  and  County  of  San  Francisco;  Superior  Court 
531299. 

Zinployees  in  class  7530  Street  Cleaner  initiated  court  action  demanding 
the  Laborer's  rate  of  pay  for  this  work.  This  case  has  not  come  to  trial. 

k,   Forstney,  et  al  vs.  City  and  County  of  San  Francisco;  Superior  Court 
533249. 

The  salary  schedule  for  employees  in  the  old  class  of  T56  Probation 
Officer  was  set  somewhat  higher  than  the  salary  schedule  for  the  new  class  of 
84 10  Probation  Officer,  Juvenile  Court,  on  the  basis  of  data  reflecting  the 
right  of  employees  in  the  old  class  to  perform  a  wider  range  of  duties  than 
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those  employees  appointed  to  the  new   class.  Petitioner  appointed  in  the  new 
class  of  S'+IO  Probation  Officer,  Juvenile  Court,  detuanded  that  the  same  salary 
range  be  applied  to  the  new  class  as  was  fixed  for  the  old  class  of  T56  probation 
Officer.  The  Court  held  in  favor  of  petitioners,  and  the  case  is  now  under 
appeal . 

5«  Carl  W.  vValler,  et  al  vs.  City  and  County  of  San  Francisco;  Superior 
Court  329^^+^. 

The  petitioner,  a  Powerhouse  Operator,  demands  that  the  provisions  of 
the  P.  G.  &  £.  contract,  setting  a  work  week  of  five  days  to  start  on  any  day  cf 
the  week,  not  be  used,  but  that  other  provisions  referring  to  Monday  through  PVi- 
day  or  Tuesday  through  Saturday  as  work  weeks  be  made  applicable  to  city  and 
county  employees. 

This  case  has  not  come  to  trial. 

IV.  RCCI^UIT^i£3^T  AND  i^'^HIMATION  DIVIblON; 

During  fiscal  year  1963-196^,  55^  regular  examinations  were  held  com- 
pared with  303  for  the  preceding  year,  or  an  increase  of  10/^,  The  number  of 
applicants  for  these  examinations  was  19t6l3t  as  compared  with  lA-,46l  in  the 
preceding  year,  or  an  increase  of  36?^.  The  number  of  eligibles  placed  on  regular 
lists  was  5f258,  as  compared  with  3»608  in  the  preceding  year,  or  an  increase  of 
k6%. 

Some  of  the  factors  which  account  for  the  increased  production  figures 
noted  above  are:  An  increase  in  the  number  of  promotional  opportunities  offered 
during  the  year  (62  regular  promotional  examinations  in  prior  fiscal  year  and 
116  regular  promotional  examinations  during  1963-6'+);  an  increase  in  funds 
approved  for  advertising,  making  it  possible  to  attract  larger  numbers  of  quali- 
fied applicants;  the  relocation  of  the  Recruitment  Section  from  the  basement  of 
the  City  Hall  to  an  improved  location  on  the  main  floor  of  City  Kail;  the  annual 
adjustment  of  salary  and  wage  schedules  to  keep  the  city  and  county  in  line  with 
changes  in  economic  conditions. 

The  new  job  descriptions  which  were  developed  in  the  general  classifi- 
cation survey  continued  to  be  useful  tools  as  a  basis  for  recruitment  and  examin- 
ing. The  continuing  review  and  when  necessary,  revision  of  these  job  descriptions 
by  the  Classification  and  Pay  Division  have  kept  pace  with  the  constant  changes 
which  occur  within  many  job  classifications  and  within  the  organization  structures 
of  the  various  departments  of  the  City  and  County  of  San  Francisco. 

In  the  establishment  of  qualifications  for  entrance  to  the  service, 
stress  has  been  placed  upon  attracting  those  men  and  v/omen  seelcing  their  first 
employments.  Recent  high  school  suid  college  graduates  have  responded  in  many 
fields  to  reinforce  the  staffs  v/ithin  the  respective  departments,  ixiucational 
standards  have  been  based  not  only  upon  formal  education,  but  have  in  a  large 
number  of  instances  been  appradsed  through  the  cooperation  of  officials  of  the 
San  Francisco  Unified  School  District.  Such  appraisals  provide  the  means  through 
which  an  applicant  may  be  tested  to  establish  the  grade  level  of  his  educational 
attainment,  or  under  certain  circumstances  may  enable  him  to  achieve  a  high 
school  diploma  even  though  his  formauL  school  attendance  was  interrupted  for  any 
reason. 
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In  promotional  examinations,  promotional  lines  conti.iue  to  require  re- 
definition. Changing  ssilary  relationships  among  the  miscellaneous  employees 
necessitate  constant  attention  to  the  problem  of  what  constitutes  a  proper  rank 
eligible  for  promotion  to  a  particular  classification. 

Continued  attention  has  been  given  to  the  personnel  requirements  of  the 
Police  and  Fire  Departments.   Tv/o  examinations  for  '42  Policeman  were  conducted 
during  the  year.  The  33rd  list  included  65  eligibles  selected  from  58O  app].iw*ants. 
The  34th  list  included  IO8  eligibles  selected  from  1107  applicants,  A  new  exam- 
ination was  announced  in  HUgust,  1964.  An  eligible  list  for  Fireman  was  adopted 
on  June  6,  1964,  and  included  the  names  of  139  eligibles  selected  from  936  appli- 
Ccints.  At  this  tiiiie  51  eligibles  remain  on  the  list  awaiting  appointment. 

The  examination  program  contains  some  forty  examinations  which  are 
given  on  a  monthly  basis.  These  represent  largely  classifications  related  to 
the  medical  field,  social  welfare  field,  and  other  classes  for  v/hich  there  is 
a  critical  and  continuing  need  with  qualified  applicants  in  short  supply.  B>:am-- 
inations  for  Junior  Typist,  Junior  Stenographer,  Typist-Clerk  and  Stenographer- 
Clerk  are  given  on  alternate  Fridays  in  order  to  provide  needed  office  v/orkers. 
In  addition,  some  "forty-five  examination  announceuents  are  open  for  filing  at 
any  one  time.  The  usual  filing  period  for  an  examination  is  between  three  and 
four  weeks.  As  examinations  close  for  receipt  of  applicants,  others  are 
constantly  being  opened  so  that  the  number  of  examinations  vuider  way  at  any 
particular  time  remains  fairly  constant. 

The  Civil  Service  Commission  is  appreciative  of  the  cooperation  v/hHch 
has  been  received  from  all  departments  in  the  activities  of  this  Division.  Tl:3 
v/ork  of  the  San  Francisco  Fire  Department  in  anticipating  its  needs  and  by  the 
San  Francisco  Police  Department  in  providing  investigative  services  of  new  recruits 
has  been  outstanding. 

SUMi-IARY  OF  iilXiJ'lINATIONS 


July  1 

,  1963 

to  June  30, 

1964 

Type  of  Qcamination 

Number 
iicaminat 

of 
ions 

Number  of 
Applicants 

Number  of 
Participants 

Number  of 
Eligibles 

Promotive : 

Regular 
Continuous 

116 
7 

3,686 
19 

2,713 
17 

1,049 
16 

Entrance : 

Regular 
Continuous 

111 
120 

9,085 

6,82? 

5,052 

3,?38 

1,633 
2,560 

Total 

^ 

19,613 

11,320 

?,258 

V.  IN-SESVICE  ACTIVITIii;S: 


General  Training  Program; 


The  In-Service  Activities  staff  assisted  the  various  departments  in 
providing  the  following  training  programs  during  the  last  fiscal  year: 
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(1)  In  cooperation  with  the  Controller's  Office  and  the  Jchool  District 
the  Civil  Service  Commission  continued  an  introductory  series  of  coiu-ses  designed 
to  give  employees  a  general  understanding  of  data  processing  uiethods,  Forty-nJ.n« 
classes  were  completed  during  the  past  year.  Approximately  700  city  employees 
participated.  Plans  were  made  for  participation  of  some  1200  Policemen  and  900 
certificated  personnel  of  the  San  Francisco  Unified  School  District  in  the  basic 
training  course  during  the  current  fiscal  year  196'f-1965. 

Four  classes  in  the  Programmer  I  course  were  continued  during  the  past 
fiscal  year;  110  city  employees  completed  this  training.  This  course  will  be 
continued,  and  it  is  anticipated  that  60  more  employees  v;ill  participate  durir-g 
the  current  fiscal  year. 

Plans  were  made  for  an  Executive  Seminar  course  in  EDP  to  begin  th: s 
fall  and  continue  in  the  spring,  approximately  25  supervisory  and  administrarJ.\,-o 
personnel  will  participate.  The  purpose  of  the  course  will  be  to  review  and 
study  problems  associated  with  the  introduction  of  iDP,  and  possibly  to  make 
recommendations  as  to  the  final  location  of  the  centralized  ilDP  center,  staff:" r;.';, 
and  type  of  equipment  that  will  become  part  of  the  city's  permanent  installation. 

(2)  An  Advanced  Ornamental  Horticulture  Course  for  skilled  gardeners 
and  supervisory  personnel  in  all  departments  began  in  September,  1963 •   In- 
structional help  was  provided  by  the  San  Francisco  Unified  School  District  throu&;h 
the  facilities  of  City  College's  Department  of  Ornamental  Horticulture.  Forty- t\.-o 
Gardeners  and  supervisory  personnel  in  the  Recreation  and  Park  Department  and 
Public  Works  Department  participated  in  the  first  class;  70  Gardeners  have  been 
signed  up  for  the  next  class  which  will  continue  in  the  fall  and  spring,  Th3.G 
course  has  been  extended  to  two  semesters.  The  program  will  include  Assistant 
Gardeners  on  a  space  available  basis.   It  is  anticipated  that  approximately  200 
Gardeners  and  8l  Assistant  Gardeners  will  enroll  in  this  training  program  during 
the  next  two  years. 

(3)  Following  a  series  of  meetings  with  representatives  of  the  School 
Community  Improvement  Program  of  the  San  Francisco  Unified  School  District,  the 
staff  has  developed  a  training  course  for  prospective  employees  of  the  City  and 
County  of  San  Francisco  in  .janitorial  and  related  custodial  classes.  This  class 
will  begin  in  October  of  this  year  and  will  provide  a  training  program  for  high 
school  drop-outs,  potential  high  school  drop-outs,  and  referrals  from  the  State 
Department  of  Employment.  The  training  course  will  include  instruction  in  jani- 
torial methods  and  techniques,  personal  appearance  and  personal  relations. 
Under  this  program  25  prospective  job  applicants  will  be  trained  for  a  period  of 
four  months;  there  will  be  three  semesters;  a  total  of  75  applicants  will  be 
trained  annually.  This  course  was  scheduled  to  begin  last  fall,  but  was  delayed 
because  of  difficulty  experienced  by  the  School  Department  in  securing  a  qualified 
instructor  who  would  be  willing  to  undertalce  this  project. 

(k)  Reicbursement  for  Tuition;  The  Civil  Service  Commission  will 
continue  to  seek  implementation  of  the  enabling  ordinance  approved  by  the  Board 
of  Supervisors  which  authorizes  partial  or  full  reimbursement  to  city  and  county 
employees  and  officers  for  cost  of  tuition  at  accredited  schools.  Full  re- 
imbursement and  related  costs  would  be  provided  for  training  in  present  job 
duties,  and  50%  reimbursement  for  training  for  promotion.  This  will  become 
effective  when  funds  have  been  appropriated  for  the  indicated  piirposes. 
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(5)  High  bchool  Diploma;   The  Civil  .Jervice  CommieGion  is  aware  of  the 
need  for  at  least  a  high  school  education  and  advanced  training  as  a  minimum 
requirement  for  an  increasing  number  of  positions  in  the  city  service.  A  program 
leading  to  the  high  school  diploma  offered  by  the  oan  Francisco  Unified  School 
District  has  been  publicized  to  city  employees.  The  Commission  has  provided  an 
advisory  cxnd  liaison  service  for  interested  employees,  and  informed  them  of  the 
need  for  a  high  school  diploma  as  a  requirement  for  advancement  in  the  service. 
Over  200  employees  have  enrolled  in  this  program  since  its  inception;  36  were 
enrolled  in  the  most  recent  class  for  the  spring  semester  arid  will  continue  in 
the  fall. 

(6)  A  course  in  Control  .bys terns  and  related  sub.jects  for  Stationary 
ii^gineers  was  provided  during  the  past  fiscal  year.   Instructional  help  was 
supplied  by  the  oan  Francisco  Unified  School  District.  A  total  of  29  city  em- 
ployees participated  in  the  training  course;  15  were  trained  in  basic  automatic 
controls;  8  were  trained  in  advanced  automatic  controls;  6  were  trained  in  ba^ic 
air  conditioning, 

(7)  An  Accounting;  Training  Propram  for  professional  accountants,  in  tJis 
planning  stage  during  the  last  fiscal  year,  will  begin  in  September  of  this  yc-LTo 
The  purpose  of  this  course  will  be  to  assist  the  accountant  in  the  successful 
performance  of  his  accounting  work  and  to  better  prepare  him  for  passing  promo- 
tional examinations.  The  course  will  be  conducted  in  cooperation  with  the  ban 
Francisco  Unified  School  District,  Adult  ilducation  Division.   City  employees 
with  the  required  credentials  v/ill  instruct  in  the  course.   Upon  completion  of 
the  course  an  examination  will  be  given  which  will  constitute  part  one  of  the 
next  promotive  examination.  Approximately  100  professional  accountants  will 
participate  in  the  training  course. 

(8)  A  Psychiatric  Orderly  Training  lYogram  was  started  during  the 
past  fiscal  year.   The  course  consisted  of  two  weeks  of  intensive  classroom 
instruction  and  ten  weeks  on-the-job  training,  plus  four  additional  hours  per 
week  of  classes  on  the  employee's  oun   time.  The  total  length  of  the  course 
was  twelve  weeks.  Upon  completion  of  the  training  course,  the  trainees  are 
advanced  to  the  Psychiatric  Orderly  classification  on  a  limited  tenure  basis. 
They  will  be  eligible  to  participate  in  the  permanent  civil  service  examination 
for  this  class  upon  completion  of  five  additional  months  of  experience.   Tv/enty- 
one  employees  in  the  classification  of  Orderly  and  Licensed  Vocational  Nurse 
pcirticipated  in  this  program.   It  is  anticipated  that  twelve  employees  will  be 
trained  during  the  current  fiscal  year. 

(9)  Staff  members  of  the  Commission  in  the  In-Service  Activities  Divi- 
sion continued  their  assistance  v/ith  the  intern  program  of  the  Coro  Foundation. 
During  the  year  one  intern  closely  observed  the  work  of  the  Commission  in  the 
areas  of  examinations,  classification,  salary  and  wage  administration,  and 
training,  h.   staff  member  represented  the  Commission  as  a  mei.iber  of  the  19th 
Annual  Coro  Foundation  selection  Comniittee. 

(10)  The  Civil  Service  Commission  in  cooperation  v;ith  the  Adult 
Education  Division  of  the  oan  Francisco  Unified  ochool  District,  sponsored  a 
training  course  in  Reading  Comnrehension  during  the  past  fiscal  yeair.   The  pro- 
gram is  geared  to  teach  employees  to  train  themselves  to  read  as  effectively  as 
they  are  capable  of  reading.   The  latest  scientific  equipment  was  used  to  analyze 
eye  movements  while  reading,  T\io   classes  were  held  during  the  past  year  and 
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continued  for  seven  weeks.   Approximately  30  employees  partic Lnated  in  the  course, 
and  it  is  expected  that  200  additional  employees  v;ill  be  trained  dui-ing  the  next 
fiscal  year. 

(11)  A  course  in  Community  i^elations  for  Code  ^forcement  Inspectors 
was  temporarily  discontinued  during  the  past  fiscal  year  until  reorganization  of 
code  enforcement  regulations  is  completed.  A  total  of  150  Inspectors  have  com- 
pleted this  course.   There  are  20  Inspectors  still  to  be  trained.   It  is  expented 
that  this  training  will  be  concluded  durinr;  the  current  fiscal  year  v/hen  the 
reorganization  of  the  code  enforcement  regulations  is  completed. 

(12)  Classes  were  not  scheduled  in  the  Development-Evaluation  Program 
the  past  fiscal  year,  as  the  staff  was  reviewing  the  plan  and  studying  an  employer 
opinion  poll  conducted  among  supervisors  and  probationary  employees  who  had 
participated  in  the  program.  As  a  result  of  this  survey,  some  changes  in  the  plar 
are  being  considered.   During  the  fall  and  spring  of  1964-65  tv/o  classes  will  be 
scheduled  in  the  Development-Evaluation  Program,  and  it  is  expected  that  apprrj.v- 
mately  120  employees  will  participate. 

VI.  STATISTICAL  SUMl-irt.'.Y  OF  ACTIVITIES: 

Comparison  of  expenditure  for  all  appropriations  v/ith  original  budget  appropria- 
tions for  1963-6^  as  reflected  by  Controller's  Appropriation  Statement  for  period 
ending  6/30/6'+: 

Appropriations     Expenditures 

Fees  and  Compensations  i           5O.OO  5       .00 

Contractual  Services  15,261.00  1^,461.89 

Materials  and  Supplies  7, 299.80  7,l85.62 

Equipment  1,123.00  1,111.60 

Fixed  Charges  567. 00  566.20 

Salary  Survey  12,500.00  10,009.78 

Permanent  Salaries  ^+87,^91. 00  ^73: 358.99 

Temporary  Salaries  24,703.38  23,518.48 

Overtime  1,245.45  1,250.00 

Police  Examination  1,500.00  1, 411.59 

Electronic  Data  Processing-(Temp. Salaries)  35,284.27  I6, 063.99* 

Implementation  of  new  Classification  Plan  7,749,34  7,733.42 

*Special  Appropriation  -  Firnds  carried  over  to  fiscal  year  1964-65  since  work  is 
not  yet  completed. 
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Statistical  sumtiary  of  certifications  and  appointments  for  fiscal  period  1963-64 
compared  v/ith  fiscal  period  1962-63: 


^Requisitions  Received; 

Peimanent 
Temporary 

Certifications : 

Regular  Permanent 
Limited  Tenure  Permanent 

Regulsir  Temporary 
Limited  Tenure  Temporary 

Separations: 

Resigned 

Retired 

Relinquished  (Name  returned  to  list) 

Deceased 

Probationary  Appointments  Terminated 

Laid  Off  -  Reduction  in  Force  — - 

Dismissed  2k*  22»* 

•6  appealed  -  4  appeals  denied;  1  appeal  under  submission;  1  off  calendar 

**7  appealed  -  4  appeals  denied;  1  appeal  under  submission;  1  dismissal  sei,  aside; 
1  referred  back  to  appointing  officer  for  rehearing, ^s  original 
hearing  was  not  held  in  accordance  with  legal  requirements. 

Very  truly  yours 

CIVIL  SERVICE  CORiISSION 


Fiscal 
1962-63 

Fiscal 
1963-64 

3,286 
6,737 

3,657 
7,432 

2,255 
1,579 

2,402 
1,337 

1,537 
2,461 

1,285 
2,649 

670 
325 
199 
94 
104 

691 
372 
184 
90 
113 

;abeVi 


Harry  .Ubert 

Acting  General  I'ianager,  Personnel 
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CIVIL  SERVICD  COMiloSION  OF  SaN  FRaNCISCO 

//  / 

151  City  Hall 


September  3,  1965 

The  Honorable 

Mayor  John  F,  Shelley 

Room  200  -  City  Hall 

San  Francisco,  California 

Dear  Mayor  Shelley: 

In  response  to  your  request  of  August  5,  1965,  we  report 
herewith  a  statement  of  the  major  activities  of  the  Civil  Service 
Commission  for  the  fiscal  year  1964-1965. 

I.   gjVSjSXFKATJpN^ 

During  the  fiscal  year  1964-1965,  this  office  continued 
the  work  of  putting  into  effect  the  recomraendations  of  the  genor?"i 
classification  surve3^.   As  of  July  1,  1965,  there  remained  in  the 
former  classification  plan  73  classes  which  included  approximately 
693  employees.   The  former  classifications  are  being  eliminated 
as  problems  relating  to  their  continuance  are  resolved  by  action 
of  the  Civil  Service  Comiaission, 

At  regular  meetings  during  the  fiscal  year,  the  Civil 
Service  Commission  conducted  hearings  to  resolve  requests  for  re- 
allocation of  positions  resulting  from  the  general  classification 
survey.   In  addition,  the  Commission  took  action  on  classification 
matters  which  have  been  brought  to  its  attention  since  the  adoption 
of  the  general  classification  survey. 

During  the  fiscal  year,  543  positions  were  reallocated  or 
reclassified.   Typical  of  these  staff  investigations  were  the 
following: 

1.  An  evaluation  was  made  of  clerical  positions  situated 
at  the  district  police  stations, 

2.  A  city-wide  survey  of  positions  involving  the  operation 
of  heavy  and  light  trucks  was  comploted. 

3.  A  survey  of  telephone  operator  positions  in  all  city 
departments  was  initiated  in  conjunction  v;ith  the  in- 
stallation of  ccntrux-type  equipment.   This  survey  is 
being  continued  at  present, 

4.  A  field  audit  of  the  duti^^s  of  janitors  at  Brooks  Hall 
was  made  in  connection  with  a  protest  entered  by  the 
Janitorial  Workers'  Union, 

5.  Forty-six  nev/  positions  created  in  the  Department  of 
Social  Services  were  surveyed  and  classified. 
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6,   In  addition,  46  positions  were  created  in  tho  Social 
Services  Department  in  order  to  staff  various  programs 
initiated  or  increased  as  a  result  of  legislative  action. 
These  positions  were  analyzed  by  the  staff,  and  the 
resulting  classifications  were  adopted  by  the  Civil 
Service  Commission, 

During  tho  fiscal  year  the  Classification  and  Pay  Division 
reviewed  the  duties  of  positions  and  recommended  classification 
actions  in  the  follovang  categories: 

New  positions  classified  in  1965-66  budget ... .191 

Salary  Ordinance  amendments  submitted 23 

New  classes  established 29 

II.   SALARY  STANDARDIZATION: 

The  staff  of  the  Classification  and  Pay  Division  again 
conducted  salary  surveys  for  employees  whose  compensations  are 
subject  to  Sections  151,  151.1,  151.3,  35.5.1  and  36.2  of  the 
Charter, 

As  a  result  of  such  survej'-s  in  local  private  employment 
and  other  public  jurisdictions  throughout  the  State,  and  as  a 
result  of  surveys  made  for  positions  in  the  craft  classes,  police 
and  fire  personnel,  and  municipal  railway  operators,  the  following 
increases  were  granted  effective  July  1,  1965: 

Estimated 
Charter  Section  Total  No.   Total  No.   Classes   Positions  Incr.  Cost 
Group Classes    Positions   Increased  Increased  +  Retirement 

Sec. 151,  151.1- 

Adm, , Clerical, 

Professional, 

etc. 

Sec.  151,3 
Craft 
Muni.  Railway 

Sec.  35.5.1.  36.2 
Police  &  Fire 


1,130 

11,261 

1, 

,130 

11,261 

$4,043,310 

77 

3 

1,744 
1,723 

77 
3 

1,744 
1,723 

632,042 
336,306 

,  ^A , 

3,H6 

?^ 

^,^^6 

1,019,504 

1,243 

13,179 

1. 

,243 

13,179 

$6,037,162 
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In  connection  with  the  salary  standardization  report  to 
the  Board  of  Supiirvisors  for  fiscal  year  1965-66,  the  Civil 
Service  Commission  observed  that  a  nuraber  of  problems  remain  if 
all  of  the  involved  classes  are  to  be  brought  into  an  equitable 
relationship  v;ith  each  othur,   A  review  and  re-evaluation  would  be 
required  to  determine  the  extent  of  such  inequities  and  steps 
that  could  be  taken  for  corrective  action.   There  was  not  time  for 
such  an  extensive  review  which  could  be  reflected  in  the  recommend- 
ations for  fiscal  year  1965-66. 

The  salary  standardization  report  indicated  that  overall 
compensation  increases  in  public  and  private  employment,  since  the 
last  survey,  had  been  approximately  4  per  cent.   Pending  the 
opportunity  for  a  review  and  re-evaluation  of  the  procedures  to 
correct  possible  inequities,  the  Civil  Service  Commission  recomMi^'- 
ed  that  salaries  for  fiscal  year  1965- -66  be  adjusted  vath  certain 
exceptions  in  accordance  x^^ith  the  overall  increases  indicated  in 
private  employment  and  other  public  jurisdictions. 

The  compensation  schedule  plan  was  revisud  in  order  to 
accomriiodate  the  recomi.iended  increases. 

III.   RSCRUIIM-^JJT  AND  EXAI-IIMTIOM  DIVISION: 

During  the  fiscal  year  1964-1965,  527  regular  examin-^ 
at ions  were  held  compared  with  554  for  the  preceding  year.   The 
number  of  applicants  for  these  examinations  was  20,«71,  compared 
vd.th  19,613  in  the  preceding  year.   The  nuraber -of  eligibles  placed 
on  regular  lists  was  4,762,  as  compared  with  5,25^  in  the  preceding 
year. 

The  total  number  of  civil  service  positions  in  thu  City 
and  County  of  San  Francisco  is  now  19,047  compared- with  1S,5^^ 
a  year  ago.   These  positions  are  classified  into  1,250  kinds  of 
work  or  classes  according  to  the  duties  and  responsibilities  of 
each  separate  and  different  classification.   The  Recruitment 
and  Examining  Division  maintains  a  group  of  75  to  95  examination 
announcements  for  as  many  classifications  open  for  filing  at  any 
one  time.   This  group  includes  some  forty  examinations  which  are 
given  on  a  periodic  basis  according  to  the  number  of  applications 
received  and  the  needs  of  the  service.   Some  of  these  examinations 
are  given  weekly,  others  are  given  twice  monthly,  and  others  less 
frequently.   The  normal  period  for  an  announcement  to  remain  open 
for  filing  is  three  to  four  weeks.   More  frequently  than  ever 
before  it  has  been  necessary  to  extend  this  period  in  order  to 
allow  for  wider  recruitment  and  the  waiving  of  the  residence 
requirements  before  qualified  applicants  are  obtained. 

High  priorities  continue  to  be  given  to  the  personnel 
requirements  of  the  Police  and  Fire  Departments,   Two  examinations 
for  Q2  Policeman  were  conducted  during  the  year.   The  35th  list 
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included  31  cligiblcs  selected  from  67I  r.pplicants.   The  36th 
list  includnd  7L  oligibles  selected  from  1,063  applicants.   A 
new  examination  for  Q2  Policeman  will  be  a^inounced  soon.   A  new 
examination  for  H2  Fireman  v;as  announced  I''Iay  3,  1965,  and  is  now 
in  process. 

Promotional  examinations  of  special  significance  to  the 
Police  Department  were  given  for  Class  Q60  Lieutenant  and  Class 
Q80  Captain,   These  are  still  in  process  of  completion  of  the 
ratings. 

In  the  Fire  Department  promotional  examinations  were 
held  for  H30  Captain,  K.re  Department,  H22  Lieutenant,  Bureau  of 
Fire  Prevention  and  Public  Safety,  H20  Lieutenant,  Fire  Department 
H4  Inspector,  Bureau  of  Fire  Prevention  and  Public  Safety,  H40 
Battalion  Chief  and  H50  Assistant  Chief  of  Department. 

Several  examinations  were  held  for  single  position 
classes  at  the  highest  levels  of  the  service.   Examples  of  those 
v;ore  the  promotional  examinations  giv^n  for  Class  11^0  Executive 
Assistant  to  the  Chief  Administrative  Officer  and  for  Class 
21^2  Administrator,  Laguna  Honda  Home, 

The  Civil  Service  Commission  is  appreciative  of  the 
cooperation  which  has  boon  received  from  all  departments  in  the 
activities  of  this  Division,   The  work  of  the  San  Francisco  Fire 
Depajr^tment  in  an  ticipating  its  needs  and  by  the  San  Francisco 
Police  Department  in  providing  investigative  services  of  new 
recruits  has  been  outstanding, 

SUI-MARY  OF  EXAMINATIONS 
July  1,  1964  to  June  30,  196$ 

Type  of      No.  of        No.  of      No.  of        No.  of 
Examination  Examinations   Applicants   Participr.nts   Eligibles 

Promotive: 

Regular       111       4,252       2,470        915 
Continuous       9  47  42         3o 

Entrance : 

Regular        94      11,136       5,615      lj744 
Continuous     313       5,436       2.743      2.067 

TOTALS     527      20 . ^71        10.^70       4,762 
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IV.      l^hSEpV_ICE^ACnVITIES2. 

Gonoral  Training  Pror;rfirii:_ 

The  In-Service  Activities  staff  assisted  the  various 
departments  in  providing  the  following  training  programs  during 
the  fiscal  year  I964-65: 

(1)  In  cooperation  with  the  Controller's  Office  and  the  San 
Francisco  Unified  School  District,  the  Civil  Service  Comuission 
continued  introductory  series  of  courses  designed  to  give  employef.. 
a  general  linderstanding  of  data  processing  methods.   Thirty-four 
classes  were  completed  during  the  past  year.   1379  city  eraplcyees 
participated.   This  included  a  total  of  1,010  Policemen  and 
approximately  123  certificated  personnel  of  the  Unified  School 
District, 

A  pilot  course  was  completed  in  Programmer  (Fortran)  for 
engineers  and  related  classifications «   This  course  was  designed 
to  provide  engineers  i^rith  a  system  of  communication  so  that  in- 
structions can  be  programmed  into  the  computer,   17  city 
employees  participated.  Two  additional  classes  are  scheduled 
for  the  Fall;  50  engineering  employees  have  been  assigned,   A 
class  in  Prog^ramrapr  (Cobol)  v/as  completed  during  the -past  fi.'i.cal 
year.   This  course  is  desigied  to  provide  accoi.'.nting,  adminis- 
trative and  other  personnel  with  an  understanding  of  the 
business  application  of  the  computer;  71  employees  completed  the 
training;  two  additional  classes  are  scheduled  for  the  Fall  and 
50  employees  have  been  assigned. 

An  Executive  Seminar  course  in  EDP  was  started  in  the  Fall 
of  1964  and  concluded  in  the  Spring  of  1965.   Twenty-five  super- 
visory and  administrative  personnel  participated.   The  purpose 
of  the  course  was  to  review  and  study  problems  associated  v/ith 
EDP  and  to  make  recommendations  as  to  the  final  centralized  EDP 
center,  staff  and  type  of  equipment  that  would  become  part  of  the 
city's  installations, 

(2)  The  Advanced  Ornamental  Horticulture  Course  for  gardeners 
and  supervisory  personnel  in  the  Park  Department  and  assistant 
gardeners  was  continued.   This  program  v/as  first  started  in  the 
Fall  of  1963.   Instructional  help  was  provided  through  the  facil- 
ities of  the  City  College's  Department  of  Ornamental  Horticulture, 
Fifty-seven  gardeners  participated  in  fiscal  year  1964-65;  12 
assistant  gardeners  completed  the  first  phase  of  the  training; 

60  assistant  gardeners  will  complete  the  course  during  the  next 
fiscal  year.   This  will  leave  a  total  of  5^  assistant  gardeners 
who  will  be  assigned  to  the  training  in  1966,   /lLI  skilled 
gardeners  and  supervisory  personnel  have  been  given  an  opportunity 
to  complete  the  training.   All  employees  in  the  department  will 
complete  their  training  within  the  next  two  years. 
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(3)  In  cooperation  with  the  Unified  School  District,  the 
Conunission  ho.s  provided  c.   training  program  for  high  school  drop- 
outs,  potential  nigh  school  drop-outs,  and  referrals  from  the 
State  Department  of  Employment,   This  training  course  has  in- 
cluded instruction  in  janitorial  methods  and  techniques,  personal 
appearance  and  personal  relations.   It  is  anticipated  that  75 
students- can  be  trained  each  year,  on  th^  basis  of  three  classes 
per  year,  each  class  to  include  25  students.   Thirty-two  students 
completed  the  training  this  Spring  in  the  most  recent  class.   We 
have  been  informed  by  the  Adult  Education  Department  of  the 
School  District  that  most  of  these  students  have  been  placed  in 
positions  in  the  janitorial  field, 

(4)  Reimbursomont  for  Tuition:  The  Civil  Service  Commissior 
has  implemented  by  means  of  a  budget  appropriation  a  tuition  re- 
imbursement program  for  city  employees.   An  Enabling  Ordinance 
passed  by  the  Board  of  Supervisors  in  1962  authorized  partial  or 
full  reimbursc.viont  to  city  ojid  county  employees  and  officers  for 
cost  of  tuition  at  accredited  schools.   Full  reimbursement  and 
related  costs  vdll  be  provided  for  training  in  present  job 
duties  and  50^  reimbursement  for  training  for  promotion.   An 
appropriation  of  $3,000  was  approved  in  the  most  recent  budget 
and  is  currently  available.   The  staff  has  begun  to  receive 
applications  for  reimbursement  which  are  currently  being  processed 
under  the  provisions  of  the  Reimbiysement  Tr alining  Program^ 

(5)  High  School  Diploma:  A  program  leading  to  the  high 
school  dipTomo*  offered*  by  the  Adult  Education  Department  of  the 
Unified  School  District  has  been  publicized  to  city  employees. 
The  Commission  has  provided  an  advisory  and  liaison  service  for 
interested  employees,  and  informed  them  of  the  need  for  a  high 
school  diploma  for  advancement  in  the  service.   Over  200  employees 
have  enrolled  in  the  program  since  its  inception;  35  are  currently 
enrolled  in  the  Hip;h  School  Diploma  Program^, 

(6)  A  course  in  Control  Systems ,  air  conditioning  and  related 
subjects  for  stationary  engineers  was  continued  during  the  past 
fiscal  year.   Instructional  help  was  supplied  by  the  San  Francisco 
Unified  School  District  through  John  O'Connell  Trade  School.  A 
total  of  39  city  employees  participated  in  the  training  courses, 

(7)  An  Accounting^  Training^  Program  for  professional 
accountants  was*  'started  irT'thV  Fall'  of'  "last  year  and  continued 
into  the  Spring  of  this  year.   The  purpose  of  the  course  was  to 
assist  the  accountants  in  the  performance  of  his  accounting  work 
and  bettor  to  prepare  him  for  promotional  examinations.   The 
course  was  conducted  in  cooperation  with  the  Adult  Education 
Department  of  the  School  District,   Another  course  will  begin 

in  September  of  this  year;  23  employees  have  been  assigned, 

(S)   A  Psychiatric  Orderly  Training  Program  was  concluded 
during  the  past  fiscal  y*u*arT   The  course  included  a  combination 
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of  classroom  study  and  on  the  job  training  and  last  twelve  weeks, 
Succossfu!'.  conplotion  of  the  course  and  experience  in  the  work 
qualified  the  employees  for  participation  in  thu  pernanent  civil 
service  examination  in  the  class  of  psychiatric  orderly.  Thirty- 
seu^:\  orderlies  and  licensed  vocational  nurses  have  participated 
in  the  program  and  have  completed  the  necessary  training  during 
the  past  fiscal  year, 

(9)  Staff  members  of  the  Commission  continued  their  assis- 
tance with  the  Intern  Program  of  the  Cor p_  Foundat i on .  During  the 
year  one  intern  closely  observed  the  wbrlc  of  the  Coinr-ussion  in 
the  areas  of  examinations ,  classification,  salary  and  v;agc 
administration  and  training.   A  staff  member  represented  the 
Com,.iission  as  a  member  of  the  20th  ^^jinual  Core  Foundation 
bolection  Committee, 

(10)  The  Civil  Service  Comraission  in  cooperation  with  the 
Adult  Education  Department  of  the  School  District  continued 
courses  in  Re  a  d  i  ng_  3-mpr  o  y  em_e  nt  (as  to  speed  and  retention),  diirir. 
the  past  fiscal  year.   The  program  is  geared  to  teach  craploycos 
to  train  themselves  to  read  as  effectively  as  they  are  capable 

of  reading  v/here  rapid  reading  is  job  related.   The  latest 
scientific  equipment  was  used  to  analyze  eye  movements  while  read- 
ing.  Three  classes  were  held  during  the  past  fiscal  year;  90 
employees  paroicipated  in  the  training.   The  program  will  c^ntlnv, 
in  the  current  fiscal  year.   T^z/o  classes  of  25  employees  v;ill  be 
started  in  September 

(11)  Classes  in  the  Deyclopmont^  Evaluation  ProFrara  for 
supervisory  personnel  v;cra  continued  during  the  past  fiscal  year. 
Three  classes  were  completed;  90  employees  were  trained  in  the 
program.   The  program  is  currently  limited  to  the  development 

of  the  probationer  during  the  probationar;'  period  of  employment. 
It  includes  a  series  of  goal  setting  conferences  and  a  final 
evaluation  prior  to  the  completion  of  the  probationary  period 
where  the  supervisor  recoiiiiiends  permanent  employment  of  the  pro- 
bationer or  termination  of  the  probationary  period.   A  nev/  class 
will  begin  in  September  of  this  year;  25  supervisors  will  be 
assigned, 

(12)  T'/io   additional  pilot  courses  will  begin  in  the  Fall. 
One  in  Systems  Design.   This  course  will  teach  employees  involved 
in  EDP  hov;  "to"  determine  what  information  a  given  department 
requires  and  how  this  flow  of  information  can  be  programmed  into 

a  computer.   It  is  anticipated  that  approximately  40  employees 
involved  in  accounting,  administrative  and  work  which  is  related 
to  computer  operation  will  participate  in  the  course.   The  other 
pilot  course  will  bo  Written  Communicati  )ns  which  will  teach 
employees  modern  methods  and  techniques  in "letter  writing  and 
report  writing.   It  is  anticipated  that  20  employees  will  parti- 
cipate. 
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V.   STATISTICAL  SUM-iARY  OF  ACTIVITIES; 

Corapai"i3on  of  expenditure  for  all  appropriations  v/ith  orig- 
inal budget  appropriations  for  1964-65  as  reflected  by 
Controller's  Approoriatiun  Statunont  for  period  _nding  Jxino  30, 
1965: 


Appropriations    B.xpenditures 


Fees  and  Compensations 
Contractual  Services 
Materials  and  Supplies 
Equipment 
Fixed  Charges 
Salary  Survey 
Permanent  Salaries 
Temporary  Salaries 
Overtime 

Police  Examinations 
Electronic  Data  Processing 
(Temporary  Salaries) 


50cOO 

10,934.00 

S, 350, 00 

6g0«00 

567.00 

17,^26.00 

491,601.^4 

63,057.00 

1;475.00 

1,500.00 

17,4^9-00 


$      .CO 

10;730.37 

S,269o57 

393.64 

■561.40 

17,436.24 

4^5,173.63 

62-600.01 

1,336.61 

1,473.35 

17,446,00=: 


=i=Spucial  Appropriation  -  Funds  carried  over  to  fiscal  year 
1965-66  sincu  work  is  not  yet  completed, • 


Statistical  summary  of  certifications  and  appointments  for 
fiscal  year  1964-65  compared  with  fiscal  period  1963-64: 


Requisitions  Received: 

Permanent 
Temporary 

Certif icaticns : 

Regular  Permanent 
Limited  Tenure  Permanent 

Regular  Temporary 
Limited  Tenure  Temporary 

Separations; 

Resigned 

Retired 

Relinquished 

(Name  returned  to  list) 


Fiscal 
1963-64 


3;657 
7,432 


2-402 
1,337 

1,235 
2,649 


691 
372 
1^4 


Fiscal 
1964-65 


3,133 
6,612 


2i769 
1^063 

1^374 
3,072 


635 
317 
133 
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Fi 

seal 

Fiscal 

SGparr.tions :  (continued) 

1963-64 

1964-65 

Deccr.sed 

90 

64 

Probationary  Appointments 

113 

139 

Terminated 

Laid-Off  -  Reduction  in  Force 

— 

— . 

Dismissed 

22^;= 

25-- 

*  7  appealed  -  4  appeals  denied;  1  appeal  under  submission;  1 
dismissal  set  aside;  1  referred  back  to  appointing  officer  for 
rehearing  as  original  hearing  was  not  hold  in  accordance  mth 
legal  requirements, 

=:"!'10  appealed  -  5  appeals  denied;  1  appeal  approved,  and  4  appeal, 
imder  submission. 


Very  truly  yours, 

CIVIL  SERVICE  COMMISSION 

George4yKi  llruoo- 

General f Manager,  Personnel 


GJGrkc 
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The  Honorr.ble         -''  ^^^'^tll^ 

Miiyor  John  F,  Shelley  OrToi- 

Room  200  -  City  Hp.11  *"  <^0  JSgg 

San  Francisco,  California  ^/^^i  rn.. 

Dear  Mayor  Shelley: 

In  response  to  your  request  of  August  S,  1966,  we  report 
herevv-lth  a  statement  of  the  major  activities  of  the  Civil  Service 
Commission  for  the  fiscal  year  1965-1966, 

I.   CUSSIFICATION; 

During  the  fiscal  year  1965-66,  the  Classification  Section 
continued  implementing  the  recommendations  of  the  general  classifi* 
cation  survey.   As  of  July  1,  1966,  there  remained  in  the  former 
classification  plan  6?  classes  which  included  605  employees.   This 
is  a  reduction  from  73  classes  and  693  employees  as  reported  for 
fiscal  year  1964-65,   The  former  classifications  are  being  elimin- 
ated by  the  Civil  Service  Commission  as  such  positions  are  vacated. 

At  regular  meetings  during  the  fiscal  year,  the  Civil 
Service  Commission  conducted  hearings  to  resolve  requests  for  re» 
allocation  of  positions  resulting  from  the  general  classification 
survey.   In  addition,  the  Commission  took  action  on  classification 
matters  which  have  been  brought  to  its  attention  since  the  adoption 
of  the  general  classification  survey. 

During  the  fiscal  year,  497  positions  were  reallocated  or 
reclassified.   In  addition,  new  positions  approved  by  supplemental 
appropriation  were  classified.   Included  in  these  actions  were  the 
following: 

1.  137  new  professional,  administrative,  and  clerical 
positions  in  the  Department  of  Social  Services  were 
classified  in  connection  with  the  Federal  Medicare  and 
Food  Stamp  Programs, 

2.  6  no^^r  positions  were  approved  for  the  Human  Rights 
Copirdssion.   This  involved  the  adoption  of  three  new 
classif icationo . 

3.  The  implonentation  of  the  Neighborhood  Youth  Corps 
Program  resulted  in  the  establishment  of  three  new 
classifications  and  the  amendment  of  a  fourth  class. 
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4.  Two  top-level  administrative  classifications  were 
adopted  in  connection  with  the  Electronic  Data 
Processing  Program. 

5.  14  new  positions  were  classified  in  connection  with 
the  Avery  Brundage  V/ing  of  the  DoYoung  Museum. 

Durin';^  the  fiscal  year  the  Classification  and  Pay  Division 
(Management  and  Employee  Services)  revievied  the  duties  of  positions 
and  recominondcd  classification  actions  in  the  follov/ing  categories: 

Nevj-  positions  classified  in  1966-6?  budget  ...  531 

Salary  Ordinance  Amendments  submitted.......;,  35 

Nev/  classes  established , «, 23 

Classes  abolished , ,  l6 

Class  specifications  amended ,,,  24 

The  total  number  of  positions  reclassified  or  reallocated 
and  new  positions  classified  was  1,02^  as  against  734  for  the  pre- 
vious year.   This  represents  a  40%  increase  in  such  classification 
actions. 

After  a  review- of  the  existing  organizational  structure 
of  the  Commission  Office,  the  General  Manager,  Personnel,  recommended 
a  re-organization  of  the  department  by  re-defining  the  activities 
and  functions  of  the  several  divisions.   The  purpose  of  this  re- 
organization was  to' increase  the  efficiency  of  operation,  reduce 
the  span  of  control,  and  facilitate  the  coordination  of  the  various 
functions  of  the  office. 

This  rc-organization  was  effective  July  1,  1966  and  in- 
cluded a  re-titling  and  amendment  to  the  following  classifications: 

From  To 

Personnel  Director,  In-Service  Activities.  .Assistant  General 

Manager,  Personnel 

Director  of  Classification  and  Pay  ....Director  of  Management 

and  Employee  Services 

Chief  Personnel  Examiner  Assistant  Director  of 

Recruitment  &  Examin- 
ations 

Chief  Personnel  Analyst Assistant  Director  of 

Management  and  Employee 
Services 

II.   SALARY  STANDARDIZATION: 


The  staff  of  the  Classification  and  Pay  Division  again 
conducted  salary  surveys  for ' employees  whose  compensations  are 
subject  to  Sections  151,  151.1,  151.3,  35.5.1  and  36.2  of  the 
Charter, 
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As  n  result  of  such  surveys  in  locr.l  private  craploymont 
and  other  public  jurisdictions  throughout  the  State,  and  as  a 
result  of  surveys  m.'-.de  for  positions  in  the  craft  classes,  police 
and  fire  personnel,  and  municipal  railivay  operators,  the  follov;ing 
increases  were  granted  effective  July  1,  19^6: 

Estimated 
Charter  Section  Total  Mo,  Total  No.  Classes   Positions  Incr.  Cost  + 
Group Classes   Positions  IncrG.".sed  Increased  Retironent 


Sec.   151.    151.1 

Adm,,    Clerical, 

Professional, 

etc. 

1. 

159 

12,193 

9n 

11,769 

$4,602,747 

Sec.   151.? 

Craft 

Muni.   Railv/ay 

76 
3 

li532 
1,740 

73 
3 

li540 
1,740 

949 i 500 
751,303 

Sec.   35.5.1 
and  36.2 

Police  &  Fire 

„^ 

39 

?,04V 

?9 

3,0/^4 

2.034.393 

1: 

277 

1^,564 

1,093 

1^,093 

^3,333,443 

The  Salary  Standardization  survey  for  fiscal  year  1966- 
67  resulted  in  an  overall  comr>onsation  increase  of  approximately 

III.   RECRUITMENT  aND  EX/vMIN-.TION  DIVISION: 


During  the  fiscal  year  1965-66,  476  regular  examinations 
were  held  compared  vri.th  527  for  the  preceding  year.   The  number  of 
applicajits  for  these  examinations  was  20,936,  compared  v:ith 
20.371  in  the  preceding'ycar.   The  number  of  oligibles  placed  on 

'  rec,--Jar  iis-i-.s  was  492^5,  as  compared  with  4,762  in  the  preceding 

■  year. 

1  The  total  number  of  positions  established  as  of  Jul:  1, 

I  1966  in  the  City  and  County  of  Shn  Francisco,  excluding  cert  if"'' - 

[  cated  personnel  in  the  Board  of  Education  and  positions  established 

II  in- the  National  Y;n-th  Corps  Prograjn,'  was  20,339,  compared  Mith 
\   19,04''  a  y^a:-  ago  and '13, 533  two  years  ago.   These  positions 

*  aj-o  classified  into  1,324  kinds  of  work  or  classes  accord- 
iiig  to  the  duties  and  r>_sponsibilitics  of  each  separate  and 
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different  classificr.tion.  The  Recruitment  and  Examining  Division 
maintains  a  group  of  75  to  95  examination  announck,monts  for  as 
many  classifications  open  for  filing  at  any  one  time.   Thin  group 
includes  sone  forty-five  examinations  \;hich  are  given  on  a  periodic 
basis  according  to  the  number  of  applictions  received  and  the 
needs  of  the  service.   Some  of  these  examinations  are  given  weekly, 
others  are  given  t'vice  monthly  and  others  less  frequently.   The 
normal  period  for  an  announcement  to  remain  open  for  filing  is  three 
to  four  weeks.  More  frequently  than  ever  b«jforo  it  has  been 
necessary  to  extend  this  period  in  order  to  allow  for  v/ider  recruit- 
ment and  the  v/aiving  of  "tlie  residence  requirements  before  qualified 
applicants  are  obtained. 

Examinations  for  Q2  Policeman  have  been  scheduled  on  a 
monthly  basis  since  April  1966,   Four  examinations  were  held  during 
1965-60,  t\-/ice  the  normal  production  for  this  classification.   The 
results  have  very  nearly  filled  existing  vacancies.   These  extra 
examinations  have  required  considerable  staff "time  and  have  caused 
the  postponement  of  other  needed  examinations , 

The  expansion  of  the  Social  Service  Department  has  created 
especially  heav3'-  demands  upon  this  division.   For  example,  twenty- 
eight  examinations  were  completed  during  the  year  for  the  class 
of  2910  Social  Worker,   This  classification  is  but  one  of  many  in 
the  social  service  program  to  which  large  amounts  of  staff  time  have 
been  devoted. 

Increased  emphasis  has  been  placed  on  career  counseling 
within  the  department  for  both  prospective  applicrjits  and  present 
city  employees;   Such  counseling  has  been  of  special  assistance  to* 
the  unemployed, • the  underemployed,  new  citizens  seeking  employment, 
the  handicapped,  and  minority  group  members  in  need  of  assistance. 

Special  efforts  have  been  made  to  recruit  from  the  various 
underemployed  groups  through  advertising  in  ethnic  newspapers  and 
through  distribution  of  lists  of  job  openings  door-to-door  by  the 
simimer  employment  of  youths  provided  under  the  Economic  Opportunity 
Prograjn. 

Visits  have  been  made  to  many  schools  and  colleges  to  make 
Iciovm  the  job  opportunities  which  exist  in  the  City  and  County 
service.   Talks  have  been  made  to  various  classes  of  students  at 
the  jvaior  high  school  and  high  school  levels  to  inform  thL;m  of  job 
opportunities,  requirements  and  employer  expectations. 

The  waiver  by  the  Board  of  Supervisors  of  residence 
requiremen':.a  for  employees  has  been  of  sorae  help  in  recruitment; 
however,  the  residence  requirements  for  recruitment  vary  for 
c afferent  circumstances "to  the  extent  that  much  confusion  exists 
concci'ning  this  subject. 
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The  limited  number  and  quality  of  available  applicants 
continues  to  be  an  acute  problem  in  recruitment.   The  stress  on 
industrial  effort  under  current  international  situations,  and  man- 
power demands  by  the  armed  forces  depletes  the  fiold  of  potential 
applicants  normally  seeking  civilian  employment. 

The  budgeted  permanent  positions  in  this  division  are  too 
few  to  provide  the  services  needed  by  the  various  departments.   The 
increased  number  of  positions  in  the  City  and  County  service  plus 
an  increased  turnover  rate  has  placed  an  undue  burden  on  a  staff 
that  v;as  already  overloaded.   The  turnover  rate  for  fiscal  year 
1965-66  was  17,59  as  compared  to  the  rate  for  fiscal  year  1964-65 
which  was  15.76, 

■  SUMMiiRY  OF  EXi^I'lIKATIONS 


July  1.  1965  to  June  30.  1966 


Type  of      No,  of        No.  of      No.  of        No.  of 
Examination  Examinations  Applicants  Participants  Eligiblcs 


Promotive : 
Regular 
Continuous 

36 
23 

3,643 
211 

2,702 
120 

S3  7 
105 

Entrance : 
Regular 
Continuous 

110 
257 

12^092 
^,990 

6^456 
2,771 

li55S 

TOTALS 

476 

20,9?6 

12,049 

4,285 

IV.   IN-SERVICE 

ACTIVITIES 

TRAINING 

PROGR/iM: 

The  In-Service  Activities  staff  assisted  the  various 
departments  in  providing  the  following  training  programs  during 
fiscal  year  1965-66: 

Introductory  Course  to  Electronic  Data  Processing 

Programmer  (Fortran) 

Programmar  (Cobol) 

Executive  Seminar 

Advanced  Ornamental  Horticulture  Course 

Custodial  Training 

Accounting  Training 

High  School  Diploma 

Reading  Comprehension 

Supervisory  Training 

Approximately  700  employees  participated  in  these  programs. 
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St?.ff  mumbors  of  the  Comr.iission  continued  thoir  assistance 
with  the  Intv-rn  Program  of  the  Core  Foundation,   iXiring  the  year, 
one  intern  observed  the  irork  of  the  Comiiisision  in  the  area  of 
exor.iination  classification,  salary  and  wage  administration,  and 
training,   A  staff  member  represented  the  Comrai  sion  as  a  member  of 
the  annual  Core  Foundation  Selection  Comi.iitteo, 

The  Comiuission  completed  its  first  year  under  the  tuition 
reimbursement  program  for  City  employees.  First  approvals  were 
given  by  the  Comraission  on  October  20,  1965.   ^^  total  of  41  appli- 
cations (34  promotion -.1  training  -  7  for  improvement  in  present 
classification)  were  approved  during  tho  remainder  of  the  year. 
This  program  authorizes  partial  or  full  reimbursement  to  City  and 
County  employees  and  officers  for  cost  of  tuition  at  accredited 
schools,   un  appropriation  of  $3,000  v/as  available  for  training 
reimbursement  courses.   Because  of ■ procedural  problems  in  beginning 
the  administration  of  this  program,  all  of  the  available  funds 
wore  not  disbursed.   Hov/ever,  as  the  program  \vas  developed  its 
benefits  were  being  extensively  applied  for  in  fiscal  year  1966-67, 

'.'ork  was  begun  on  the  ru construction  of  an  area  in  the 
former  I.'omen's  Court  in  the  Department  of  Public  Health  Building, 
This  area  v;hen  completed  some  tine  in  the  Fall  of  1966  v;ill  house 
the  new  Employee  Processing  and  Medical  Center, 

V.  st:wTISTic:j..  suiii:;.ry  of  activitil^s: 


Comparison  of  expenditures  for  all  appropriations  v;ith 
original  budget  appropriations  for  1965-66  as  reflected  by 
Controller's  Appropriation  Statement  for  period  ending  Jxine  30, 
1966: 

Original 

Aor)ropri~tions   Exoenditures 


Fees  and  ComDcnsations         $    •  50.00     $    •    ,00 

Contractual  Services  21^^77.00  21^120.36  * 

Materials  and  Supolies  5^434.00  7i 999.30 

Equioment  3, 160.00  3,023.42 

Fixed  Charges  '567.00  '571.51 

Salary  Survey  12^500.00  13,9^6.71 

Permanent  Salaries  552,491.00  521,310,93 

Temporary  Salaries  76; 151.00  73; 771.90 

Overt imo  1,500,00  1; 232.32 

Police/Fire  Examinations  2,400,00  2;143.75 

Electronic  Data  Processing  19,046,00  19,046,00 

(Teraoorary  Salaries)  •  ■    ' 

Implementation  of  Training  3,000,00  1,244.90 

Ordinance 
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Supplemental  Appropriations  were  approved  during  the 
fiscal  year  as  follows:   Contractual  Sorvicce^T-OO^OOj  Materials 
and  Supplies  $2,000;^  Equipment  $12,471.00;  Salary  Survey  $1,806.00; 
Permanent  Salaries  ip288.00;  Temporary  Salaries  02,292,00, 

*  Includes  $7,207.00  transferred  to  Purchaser. 

Statistical  summary  of  certifications  and  appointments 
for  fiscal  year  1965-66  compared  \n.th   fiscal  year  1964-65: 


Permanent  Positions 


Requisitions  Received: 

Permanent 
Temporary 

Certifications ; 

Regular  Permanent 
Limited  Tenure  Pcrmajient 

Regular  Temporary 
Limited  Tenure  Temporary 

Separations ; 

Resigned 

Retired 

Relinquished 

(Name  returned  to  list) 
Deceased 
Probationary  Appointments 

Terminated 
Dismissed 

*10  -ppcaled  -  7  appeals  denied;  1  appeal  approved;  1  appeal 
under  sub.dssion  and  one  appeal  under  submission  for  one  year 
subject  to  dupartnont  submitting  monthly  reports. 


7-1-64 

7-1-65 

18,500 

19,458 

Fiscal 
1964-65 

Fiscal 
1965-66 

3il33 
6,612 

3;  092 
9,089 

2;  769 

1,068 

2,542 
1,399 

li374 
3,072 

li417 

3,161 

605 
317 
183 

893 
305 
231 

64 

79 

139 
25- 

126 
18  = 

•Ih'J 
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*'!=  10  appealed  -  2  appcr.ls  denied;  5  appeals  under  submission; 

2  wore  reinstated;  and  one  appeal  -  Civil  Service  Commission  to 
retain  jurisdiction  for  period  of  one  year. 

Very  truly  yours, 

CIVIL  SERVICE  COl'LilSSION 

Goc5rgo^/?  ;-^rubb  ■ 

General  JJ-Ianarcr,    Personnel 


GJG:kc 


^.  .    ^r. 


->  bULUiviLNTS 

cr;iL  SERVICE  corwissTOM  OF  3AiJ  7HAWCISC0  qqj  95  1968 

151  City  Hall  .ai  francisco 

PUBLIC  LIBRARY 

A/    CD  Septembbr  19,  196? 

The  Honorable  -^ 

Mayor  Jchn  F.   Shelley 
Room  200  -  City  Hsll 
San  Francisco,  California 

Dear  Mayor  Shelley: 

In  response  trt  your  request  of  Au,<^st  7,  1967,  we  report  herewith 
a  statement  rf  the  major  activities  of  the  Civil  Service  Commission  for  the 
fiscal  year  1966-67. 

I.      CLASSIFICATION; 

During  the  fiscal  year  1966-67,   the  Classification  Section  con- 
tinued implementing  the  recommendations  of  the  general  classification  sur- 
very.     As  of  July  1,   1967,   there  remained   in  the  farmer  classification 
plan  63  classes  which  included  Ii'^Li  employees.     This   is  a  reduction  from  67 
classes  and  60^  employees  as  reported  for  fiscal  year  1965-66.     The  former 
classifications  are  being  eliminated  by  the  Civil  Service  Commission  as 
such  positions  are  vacated. 

At  regular  meetings  during  the  fiscal  year,   the  Civil  Service 
Commission  conducted  hearings  to  resolve  requests  f.-=<r  reallocation  of 
positions  resulting  from  the  general  classification  survey.     In  addition, 
the  Commission  toi^k  actirm  on  classification  matters  which  hpve  been 
brought  to  its  attention  since  the  adoption  of  the  general  classification 
survey. 

During  the  fiscal  year  320  positions  were  ronllacated   rr  reclassi- 
fied.     In  addition,   new  positions  approved  by  supplemcrtal  appropriation 
were   classified,      Ipcluded   in  these  actions  were  the  follovjing: 

1.  Ul  new  professional,   administrative  and   clerical  positions  were 
approved  for  the  newly  created  Tax  Appeals  Board. 

2.  37  new  positions  were  classified   in  connection  with  the  Federally- 
Sponsored  Code  Enforcement  Program. 

3.  19  positions  at  San  Francisco  General  Hospital  necessitated  by 
the  Medicare  and  Medi-Cal  laws  were  classified. 

U.     1:  new  cl.-'ss  specifications  were  approved  for  work  assignment  in 
the  newly  established  Electronic  Data   Processing  Division  of  the 
Office  of  the  Controller, 
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5.  20  now  professional,  ndministratlvo,  clerical  end  croft  positions 
wore  classified  for  the  now  Juvxsnllc  Court  Hidden  Valley  Ranch 
School  for  younger  boys. 

6,  11  now  positions  were  classified  in  the  Sheriff *s  Department  in 
order  to  meet  the  requirements  of  the  State  Board  of  Corrections, 

During  the  fiscal  year  the  Classification  and  Pay  Division 
(Management  and  Employee  Services)  reviewed  the  duties  of  positions  and 
recommended  classification  actions  in  the  fallowing  cctegtriest 

New  positions  classified  in  1967-68 351 

Salary  Ordinance  Amendments  submitted,  ,  ,  ,  ,  38 
New  classes  established.  ,,,,,,,,.,,.  2? 
Classes  abolished,  ....,..,..•..«  11 

Class  specifications  amended  ,  ,  , ,  15 

Class  specifications  consolidated,  ,,,,,,  13 

The  total  number  of  positions  reclassified  or  reallocated  and 
now  positions  classified  was  8o6, 

The  staff  began  a  comprehensive  classification  review  tf  all 
positions  in  the  Social  Services  Department  in  April.  The  number  ©f  posi- 
tions involved  in  the  survey  is  approximately  1000.  The  last  comprehensive 
review  ©f  positions  in  this  department  was  completed  in  I960,  Since  that 
time  major  changes  in  organizational  structure  have  taken  place;  new  func- 
tions and  activities  have  been  added  and  the  number  of  established  positions 
has  increased  by  l^O'iC. 


II.  SALARY  STA>T3ARBIZATI0N: 

The  staff  of  the  Classification  and  Fay  Division  again  conducted 
salary  suinreys  for  employees  whoso  compensations  are  subject  to  Sections 
1^,  151.1,  151.3,  35.5.1  and  36.2  ef  the  Charter. 

As  a  result  of  such  surveys  in  local  private  employment  and  other 
public  jurisdictions  throughout  the  State,  and  as  a  result  ef ' surveys  made 
for  pcsitions  in  the  craft  classes,  police  and  fire  personnel,  and  munici- 
pal railway  operators,  the  following  increases  were  granted  effective 
July  1,  1967  J 

Estimated 
Charter  Section  Total  No.  Total  No,  Classes   Positions  Incr.  Cost  * 
Group       Classes   Positions  Increased  Increased  Retirement 


Sec.- 151,  151.1 

Adm,,   Clerical, 

Professional, etc. 

1153 

12,53? 

1110 

12,5?6 

$  f, 898, 710 

Sec,  151.3 

Craft 

71 

1,556 

68 

1,502 

1,015,925 

M'ini  Railway 

3 

1,796 

3 

1,T96 

9U7,576 

Soc.   35.5.1  and 

Scj.  36.2 

Police  and  Fire 

38 

3,hhh 

38 

3,hhh 

1,080,919 

1^77 

19,^28 

"1219 

19,268 

$12,^13,1^6 

,0v*+-'.-f6l 


:-«.rv.    ' 


r-'  'I 
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Tho  Snlrr/  Stnndnrdization  Survey  for  fiscrd  year  196?-68  resulted 
in  an  overall  compans'. L:  en  increase  of  approxirrrtely  6. Sit   exclusive  of  the 
salary  increases  granted  to  the  nursing  and  rul'-ted  classifications. 

During  the  r.onth  August,  1966,  the  nursing  classes  requested  a 
salary  increase  based  on  the  *j^roement  reached  between  private  hospitals 
and  the  CalTfomia  Nuises'  As.scclation,  which  had  provj/Jed  an  increase 
effective  July  17,  1966,  The  nursing  classes  maintaj.ned  that  because  of 
the  private  hospital  salarj'  increase,  the  City  and  County  nurses  were  not 
being  compensated  at  a  salary  which  would  maintain  the  differential  above 
tho  private  hospital  rate. 

The  request  for  salary  adjustment  was  denied  as  there  wcs  no 
legal  remedy  to  amend  the  Salary  Standi rdiz-^t ion  Ordinance  after  the  time 
limitations  established  by  the  Charter,  The  nurses,  thereupon,  did  not 
report  for  work  on  August  30,  1966,  and  indicated  that  they  vrould  remain 
off  duty  until  salary  demands  viero  mot. 

Because  of  the  danger  to  health  and  welfare  of  patients  in  City 
ond  Co\inty  hospitals.  His  Hcnor,  Mayor  Shellej'-,  on  August  30,  1966,  de- 
clared a  state  of  emergency  under  Section  25  of  the  Charter,  He  further 
directed  that  action  be  immediately  initiated  to  provide  legislation  to 
maintain  the  wage  relationship  between  all  Registered  Furse  classes  em- 
ployed by  the  City  and  County  of  San  Francisco  and  those  nursing  classes 
as  paid  by  private  hospitals  ir.  San  Francisco,  effectiA.'e  September  1,  1966, 
The  nurses  returned  to  their  nositions  on  August  31,  1966.  Further  interim 
increases  were  gr-^ntod  on  October  21;,  1966,  Januarj--  1,  196?,  and  April  1, 
1967,  in  order  to  maintain  the  differential  above  the  increases  established 
on  the  above  dates  in  the  San  Francisco  private  hosnital  agreement.  Internal 
relationship  differentials  were  maintained  and  included  all  Public  Health 
Nursing  classes. 

From  July  1,  1966  to  April  1,  1967,  the  four  increases  as  indicated 
above  totaled  approximately  UO"^  for  each  class.  The  Board  of  Supervisors 
approved  the  Civil  Service  Commission  recommendation  to  increase  the 
nursing  salaries  on  July  1,  1967  in  order  to  reestablish  the  salaries  in 
the  salary  schedules.  This  technical  adjustment  amounted  to  an  additional 
J>%   inareaso,  The  cost  of  these  increases,  including  premiums,  amounted  to 
approximately  $2,600,000. 

m.  RSCRUITIIEITT  t.m)   EXAMINATION  DIVISION; 

During  the  fiscal  year  I966-67,  385  regular  examinations  were  held 
compared  with  ['76  for  the  preceding  year.  The  number  of  applicants  for  these 
examinations  was  13,80l4,  compared  v;ith  20,396  in  the  preceding  year.  The 
number  of  tligibles  placed  on  regulT  lists  vns  3,888,  as  compared  with 
h,23.S'  in  trie  preceding  year.  Several  examinations  involving  large  numbers 
of  applicants  were  still  in  process  as  of  July  1,  1967.  These  included  the 
foT lowing  classifications: 
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Exsminntlon  Ne«  of  Applicgnts 

Assistant  Gordencr  lli?9 

Fireman  '  1075 

Sorgecnt,   Police  Department  729 

Condnctor-Motonnon  hS^ 

TOTAL  3691 

The  total  number  of  positions  ostJblished  as  tf  July  1,  1967,   In 
the  City  and  County  tf  San  Francisco,  excluding  certificated  personnel  in 
the  Board  of  Education  and  positions  established  in  the  Neighborhood  Youth 
Corps  Prtgram,  was  21,1431,   compared  with  ?0,339  a  year  ago  and  19,014?  two 
yx3ars  ago.     These  positions  ore  classified  intt  1,318  kinds  of  work  or 
classes  according  to  the  duties  and  responsibilities  tf  each  separate  and 
different  classification.     The  Recruitment  and  Examining  Division  maintains 
a  group  •£  85  to  95  examination  announcements  for  as  many  classifications 
open  f«r  filing  at  any  one  time.     This  group  includes  some  U5  examinations 
which  are  given  on  s  periodic  basis  according  tt  the  number  of  applications 
received  and  the  needs  of  the  service.     Some  of  these  examinations  arc  given 
weekly,   others  are  given  twice  monthly  and  others  less  frequently.     The 
normal  period  for  an  announcement  to  remain  open  for  filing  is  3  to  h  weeks. 
More  frequently  than  ever  before  it  has  been  necessary  to  extend  this  period 
in  order  to  allow  for  wider  recruitment     and  the  waiving  of  the  residence 
requirements  before  qualified  applicants  are  obtained. 

The  problem  of  municipal  law  enforcement  throughout  the  country 
is  one  of  the  most  serious  problems  facing  local  government.     Special  •atten- 
tion has  been  given  to  this  problem  in  the  Recruitment  and  Examination 
Division,     Examinations  for  Q2  Policeman  have  been  scheduled  on  a  monthly 
basis  since  April,  1966,     Ten  examin'^tions  were  held  during  lf66-1967  com- 
pared with  h  examinations  for  this  classification  in  1965-1966,     The  results 
have  very  nearly  filled  existing  vacanciesj  a  situation  that  is  exceptional 
when  compared  with  other  police  departments  in  major  cities  of  this  country. 
These  extra  examinations  have  required  considerable  staff  time  and  have 
caused  the  postponement  of  other  needed  examin  art  ions. 

The  expansion  of  the  Social  Services  Department  has  created 
especially  heavy  demands  upon  this  division.     For  example,   2i4  examinations 
were   complotsd  durinp  the  year  for  the  class  of  2910  Social  Worker,     This 
classification  is  but  one  of  many  in  the  Social  Service  program  to  which 
large  amounts   of  staff  time  haveiseen  devoted. 

An  examination  for  Car  and  Auto  Painter  was  given  orally  after  all 
participants  failed  a  written  examination  for  this  classification.     In  the 
first  GX." mirk-: t ion  8  participants  took  o  written  test  of  the  multiple-choice 
type  of  question.     All  failed  the  test.     An  analysis  of  the  applications 
shcy'5d  that   although  the   applicants  were   Journeyman  Car  and  Auto  Painters, 
scversl  were  from  minority  groups  and  all  apparently  had  difficultj'-  with 
reading  exrmination  material.     A  new  announcement  was  issued  to  provide 
that  the  test  could  be  given  orally.     The  test  was  redesigned  so  that   it 
could  be  given  orally.     Under  the  now  announcement  9  participants  were 
successful  in  passing  the  examination. 
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Ey:aminat ions  for  Car  and  Auto  Painter  h-Dvo  been  pi'.'Bn  ct  four- 
year  intei-vals  shu-.e   1932,  Elif^lble  lists  were  prcciuced  by  the  previous 
tests  which  were  b^'  tradition  tests  v^hich  re^juired  the  ability  to  read  the 
Ennrllsh  langi^age  wrII..  The  applicants  who  now  seek  err»lc/vTienb  for  this 
type  of  work  are  tivparently  less  like-ly  to  possesa  o  hiph  defroo  of  rosdlng 
ability  in  the  FnftJ  ish  Icnguape,  but  do  possess  Imowledpes  and  skills  worthy 
of  consideration  for  employment, 

1  trend  toward  an  increased  number  of  appeals  from  applicnats 
has  been  noted.  These  include  appeals  from  staff  recoranendaticns  regarding 
re.iection  of  applications,  exanincticn  announcement  previsions,  vmtten  and 
oral  examinations,  and  other  areas  prrtalning  to  the  operations  of  the 
Division,  Appeals  delay  the  production  of  eligible  lists  and  fewer  eligibles 
accept  appointment  when  there  is  a  time  lag  between  recruitment  and  certi- 
fication. 

The  concept  of  job  relationships  was  applied  by  the  establishment 
of  a  "Clerical  Near  List"  for  temporary  appointments  to  13  classifications 
in  the  clerical  field.  This  examination  announcement  did  not  have  any 
minliium  requirements  of  experience  or  education.  It  was  designed  to  provide 
employment  opportunities  for  persons  who  possessed  clerical  aptitude  but 
who  may  not  have  been  able  to  meet  the  customary  requirements  for  such  em- 
ployment , 

Increased  emphasis  has  been  placed  on  career  counseling  within 
the  department  for  both  prospective  applicants  and  present  city  employees. 
Such  counseling  has  been  of  special  assistance  to  the  unemployed,  the  under- 
employed, new  citizens  seeking  employment,  the  handicapped,  and  minority 
group  members  in  need  of  assistance.  Special  efforts  have  been  made  to 
recruit  from  the  various  underemplo^'ed  groups  through  advertising  in  ethnic 
newspapers.  The  sticcess  of  these' efforts  has  been  seen  in  the  fact  that 
during  the  first  6  months  of  1967,  32^  of  those  taking  examinations  were 
members  of  minority;"  groups  -  Negro,  Oriental  or  Latin  .'vnerican.  A  special 
commendation  has  been  received  from  the  Human  Rights  Commission  of  the  City 
and  County  of  San  Francisco  concerning  the  effectiveness  of  the  work  which 
has  been  done  in  attempting  to  reach  and  encourage  members  of  the  minority 
community  to  compete  for  Civil  Service  employment. 

Visits  have  been  made  to  many  schools  and  colleges  to  make  known 
the  job  opr<ortuni"cies  which  exist  in  the  City  and  County  service.  Talks 
have  been  ride  to  various  classes  of  students  at  the  junior  high  school  and 
hif-i  schoox  levels  to  Inform  them  of  job  opportunities,  requirements  and 
employer  e.qrectations. 

Daring  the  year  a  staff  member  was  assigned  as  a  field  representa- 
tive to  dc  .>pec:..ai  recruiting  in  those  areas  of  the  City  and  Covinty  of  S^n 
Franc^isco  -j'lerQ   j'i^ibstantial  unemployment  exists.  Extensive  use  was  made  cf 
th'^  varions  Adult  and  Youth  Opportunity  Centers,  Economic  Opportunity 
Ccimil  offices,  'iiurch  and  iivic  groups,  and  various  neighborhood  organ?.- 
za'.'ions  and  other  groups.  Placement  of  339  people  in  limited  tenure  posi- 
tions vras  accomplished.  Approximately  7$%   of  these  people  were  from  minyrit-"- 
gruupa,  27U  of  those  placed  were  employed  as  Conductor-Motorman  with  the 
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Municipal  ?lailway.  Of  this  number,  206  are  still  emplpyed,  65  persons 
were  placed  throughout  the  various  City  departments  in  positions  ranging 
from  institutional  workers  to  sub-professional  classes. 

The  waiver  by  the  Board  of  Supervisors  of  residence  re<juireinent8 
for  employees  has  been  of  same  help  in  recruitment >  however,  the  residence 
requirements  for  recruitment  vary  for  different  circrnnstances  to  the  extent 
that  Bach  confusion  exists  concerning  this  subject. 

The  limited  number  and  quality  of  available  applicants  continues 
to  be  an  acute  problem  in  recruitment,'  The  stress  on  Industrial  effort 
under  current  international  situations,  and  manpower  demands  by  the  armed 
forces  deplete  the  field  of  potential  applicants  normally  seeking  civilian 
emplpymcnt.  The  tightness  of  the  labor  8uppl7  is  shown  in  the  national  and 
Bay  Area  rates  of  unemployment  as  follows: 

Natiooal  Unemplcyment  Rate  Bay  Area  Unempl^mentRate 

1966   rM^ IxM       

1965            h,S%  5.0^ 

1961           S,2%  5.3^ 

The  trend  of  the  unemployment  rate  reduced  the  available  recruits 
in  the  Bay  Area  by  1?^  during  the  last  2  years. 

The  budgeted  permanent  positions  In  this  division  are  too  few  to 
provide  the  services  needed  by  the  various  departments.  The  increased 
number  of  positions  in  the  City  and  County  seinrice  plus  on  increased  turn- 
over rate  has  placed  an  rmdue  burden  on  a  staff  that  was  already  overloaded. 
The  turnover  rate  for  fiscal  year  I966-67  was  18,5^,  as  compared  to  the 
rate  for  fiscal  year  1965-66  which  was  17,59!?. 

SUMM.\RY  OF  EXy^MItJATIOWS 

July  1,  1966   to  June  30,  1967 

Number  of    Nunber  of   Number  of    Number  of 
?ype  of  Examination       Examinations  Applicants  Participants  Eligibles 


Pronotive: 

""Tfr^lar                                             59 
Cciitinuous                                        19 

1052 

lli5 

7U0 
106 

381 
86 

Entrs:-.';e: 

"Tlegu'iar                                               75 

Continuous                                       232 

TOTALS                   W 

6387 
6220 

3123 

3li73 

1207 

221h 

3,888 

IV.      IN-SERViCE  ACTlViTLES  TfillNUJa 

PROGRAM: 

The  In-Service  Activities  staff  assisted  the  various  departments 
in  providing  the  following  training  programs  during  fiscal  year  1966-67: 


,>a5f>rv-,  ■ 


Mayor  John  F,  Shelley  Page  Seven 

Proi^rammar  (Cc')ol) 

Advanced  Omerngntal  Horticulture  Couzva 

Cu3todlcl  TrnSning 

Accounting  Tiairilng 

High  School  Diploma 

Appraxlnately  2^0  empJ.Qyees  participated  In  these  programs. 

Staff  members  of  the  Commission  continued  their  assistance  with 
the  Intem  Program  of  the  Coro  Foundation,     During  the  year,  two  Intoms 
observed  the  work  of  the  Commission  in  the  area  of  examinatiori,  clac-iification, 
salary  and  wage  administration,  and  training,     A  staff  member  reprs wanted 
the  Commission  as  a  member  of  the  annual  Coro  Fouiwaticn  Selection  Committee, 

The  Commission  completed  Its  2nd  year  under  the  tuition  reimburse- 
ment program  for  City  employees.     A  total  of  liU  applicants  (23  promotional 
training  -  21  for  Improvement  in  present  classification)  were  approved  during 
the  .  year.     This  program  authoriies  partial  or  full  reim- 

bursement to  City  and  County  employees  and  officers  for  cost  of  tuition  at 
accredited  schools.     An  appropriation  of  $3,000  was  available  for  training 
reimbursement  courses.     All  of  the  !^3,00C  appropriation  was  encumbeired  for 
training  reliibursement  by  January,  1967,   so  that  the  staff  was  unable  to 
approve  additional  applications  during  the  remainder  of  the  fiscal  year. 

Reconstruction  of  an  area  to  be  known  as  the  Employee  Processing 
and  Ifedlcal  Center  in  the  former  Women's  Court  In  the  Department  of  Riblic 
Health  Building  was  completed.     This  unit  began  operations  shortly  after  the 
start  of  the  current  fiscal  year, 

V.     ST.*.TISTICAL  STJMMARY  OF  ACTIVITIES  t 

Comparison  of  expenditures  for  all  appropriations  with  original 
budget  appropriations  for  1966-6?  as  reflected  by  Controller's  Appropriation 
Statement  for  period  ending  June  30,  196? » 

Original  Appropriations        Expenditures 

Permanent  Salaries                                     $^0,030.00  $5UIi,118.li 

Temporary  Salaries  77,805.00  80,288.78 

Overtime  1,500.00  9,975.22 

Fees  and  Other  Compensation  50,00  ,00 

Contractural  Services  17,583.00  17,208.56» 

Material  and  Supplies  9,h3li.OO  9,Ul6,08 

Equipment  3,257.00  3,221,11 

Fix-.d  Charges  567.00  566.25 

Salary  Survey  12,500,00  13,085.65 

Police  &  Fire  Examinations  2,U00.00  2,272.70 
Electronii-  Data  Processing 

(Tc^iriporary  Salaries)  20,196.00  12,539.08 
Implement £t ion  of  Training 

Ordinance  3,000.00  2,973.25 

♦  Exclusive  of  $7,507.00  transferred  to  Purchaser 
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Supplemental  Appropriations  were  approved  during  the  fiscal  year 
as  follows:  Temporaiy  Salaries:  Field  Representative  -  9  months  salary  at 
$ii750  for  1230  Personnel  Aide,  Examining j  Overtime  $5U0,00j  Salary  Survey 
$600.00 

Statistical  summary  of  certifications  and  appointments  for  fiscal 
year  1966-67  compared  with  fiscal  year  1965-66: 


Permanent  Positions 


Roqulsitions  Received » 


^- 


Temporary 

Certifications: 
Regular  Permanent 
Limited  Tenure  Permanent 

Regular  Temporary 
Limited  Tenure  Temporary 

rations: 

esigned 
Retired 
Relinquished 

(Name  returned  to  list) 
Deceased 
Probationary  Appointments 

Terminated 
Dismissed 


t£{58 

20/339 

Fiscal 
1965-66 

Fiscal 
1966-67 

3,092 
9,089 

U,56l 
9,33a 

2i51i2 
1,399 

2:270 
I,a57 

1,U17 
3,161 

1,391 
3,885 

893 
305 
231 

881 
U03 
2li3 

79 

loe 

126 
18» 

122 

13** 

*10  appealed  -  2  appeals  denied;  5  appeals  under  submission;  2  were 
reinstated;  and  one  appeal  -  Civil  Service  Commission  to  retain 
Jurisdiction  for  period  of  one  year. 

■»*7  appealed  -  2  appeals  denied;  1  appeal  under  submission;  h   were 
reir-ctatod, 

VI,  sr.wjiY 

The  ever- Increasing  volume  of  work  and  demand  for  services  ha* 
developed  a  backlrg  in  all  sections  of  the  Commission  that  now  reflects 
most  d.lfflc-v'.t  conoitior.s.  Payroll  Auditing  -  Certifications  -  Recruitment 
end  Fxcimi^ia-; Ions  -  Management  and  E>nployee  Services,  all  are  \inable  to  prop- 
orlv  fLincti.an  under  the  stress  of  insufficient  personnel  to  m.eet  current 
work  loado  and  have  critical  backlogs. 


The  serious  undorstafflng  of  this  office  was  indicated  in  our 
annual  budget  request  in  pointing  out  that  in  the  City  and  County  of  San 
Francisco  one  employee  in  personnel  functions  serves  376  agency  employees. 
This  is  the  largest  load  Imposed  by  any  governmental  jurisdiction  in 
California, 
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IN 


One  Br.plcyne  Serves 


Loe  Angeles  City 

169  poa 

it  ions 

Lcs  j'Vngeles  County 

2I4O 

It 

Los  Angeles  Water  &  Power 

111 

II 

State  uf  Calif omia 

202 

It 

Alameda  County 

200 

ti 

San  Mateo  County 

206 

It 

Orange  County 

I6ij 

It 

San  Diego  County 

156 

II 

Los  i\ngeles  City  Schools 

138 

tt 

Average 

176.2 

n 

San  Francisco 

356 

IT 

This  office  will  continue  to  concern  itself  with  the  problem  of 
Implementing  staff  to  levels  which  will  make  it  possible  to  ade^Tiately 
perform  our  proper  and  required  functions. 

Very  truly  yours, 

CIVIL  SERVICE  COMMISSION 

George  Ji  [(ifW5b 

General  Miinager,  Personnel 


GJO/co 


Scu^  r 


rci^^uzis  d^ 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
-y  151  City  Hall 


September  2U,  1968  '-'0CUf//Ef\iX3 

The  Honorable  <^  ^  f'^-'au'c'^flf^^co 

Mayor  Joseph  L.  Alioto 

Room  200,   City  Hall 

San  Francisco,  California 

Dear  Mayor  Alioto: 

In  response  to  yt^ur  request  of  August  21,  1968,  we  report  herewith 
a  statement  of  the  major  activities  of  the  Civil  Seirvice  Commission  for 
the  fiscal  year  1967-68. 

I.     CLASSIFICATION t 

l!>urjLng"tTre  i'Tscal  year  1967-68,  the  Classification  Section  continued 
implementing  the  recommendations  of  the  General  Classification  Survey, 
As  of  July  1,  1968,  there  remained  in  the  former  classification  plan  57 
classes  which  included  UIi5  employees,     (This  is  a  reduction  from  63 
classes  and  U5U  employees  as  reported  for  fiscal  year  I966-67),     The 
former  classifications  are  being  eliminated  by  the  Civil  Service  Com- 
mission as  such  positions  are  vacated. 

At  regular  meetings  during  the  fiscal  year,  the  Civil  Service  Com- 
mission conducted  hearings  to  resolve  requests  for  reallocation  of 
positions  resulting  from  the  General  Classification  Survey,     In  addition, 
the  Commission  took  action  on  classification  matters  which  have  been 
brought  to  its  attention  since  the  adoption  of  the  General  Classifica- 
tion Survey, 

During  the  fiscal  year,  UOii  positions  were  reallocated  or  reclassi- 
fied.    In  addition,  new  positions  approved  by  supplemental  appropria- 
tions were  classified.     Included  in  these  actions  were  the  following: 

The  Urban  Beautiflcatlon  and  Improvement  Program  was  Implemented 
by  the  establishment  or  reclassification  of  positions  In  the  Field 
Conservation  series  of  classes, 

A  survey  of  1200  positions  in  the  Social  Services  Department  was 
completed  by  the  staff  during  the  past  fiscal  year. 

The  staff  concluded  the  preliminary  survey  of  all  positions  in  the 
Public  Library, 

A  Clty-wlde  survey  was  commenced  to  Include  all  professional 
accounting  positions  In  various  departments. 

A  survey  was  made  involving  the  retitling  and/or  reclassification 
of  all  professional  City  Planning  positions. 
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A  series  of  classifications  in  the  Office  of  the  Controller  re- 
flecting assignments  connected  with  the  Electronic  Data  Processing 
Division  were  established. 

The  New  Careers  Project  involved  the  establishment  of  classifica- 
tions reflecting  this  activity. 

During  the  fiscal  year  the  Classification  and  Pay  Division  (Manage- 
ment and  Employee  Services)  reviewed  the  duties  of  positions  and  recom- 
mended classification  actions  in  the  following  categories: 

New  positions  classified  in  1967-68,, «,.,,,.,  388 
Salary  Ordinance  Amendments  submitted,,,,,,,,  39 
New  classes  established,..,,,,. ,,••, ,,,.•• .••  51 
Clashes  abolished.. «..,,,..<..,,. o*.e,oc*..o«,  7 
Class  specifications  amended,. ^o... a,,,,,,,,.  39 
Class  specifications  consolidated,. ,» ........       6 

The  total  number  of  positions  reclassified  or  reallocated  and  new 
positions  classified  was  792. 

H.   SALARY  STANDARDIZATION; 

TTie  staff  of  the  Mana'gement  and  Bnplojree  Services  Division  again 
conducted  salary  surveys  for  employees  whose  compensations  are  subject 
to  Sections  1^1,  iSld,  151.3,  35.5.1  and  36.2  of  the  Charter. 

As  a  result  of  such  sujrvej'^  in  local  private  employment  and  other 
public  jurtsdictions  throughout  the  State,  and  as  a  result  of  surveys 
made  for  positions  in  the  craft  classes,  police  and  fire  personnel  and 
municipal  railway  operators,  the  following  increases  were  granted  effec- 
tive July  1,  1968: 

Estimated 
Charter  Section  Total  No.     Total  No,     Classes        Positions  Increased  Cost 

Group Classes        Positions     Increased     Increased  Plus  Retirement 

Sec.  151,  151 g 
Adm,,  Clerical7 
Professional,  etc.  1,188        13,U88  1,178  13,li61i    $  8,827,571 

Sec.  151,>3 

CraH  69  1,U99  56  1,229        1,123,385 

Municipal  Railway  3  1,778  3  1,778  765,188* 

Sec.  35.5.1  and 

Sec,  36.2 

Police  and  Fire  38    3,611*        38     3,6lU    U,257,012 
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The  Salary  Standardization  Survey  for  fiscal  year  I968-69  resulted 
In  an  overall  compensation  increase  of  approximately  7.9^,  exclusive 
of  fringe  benefits. 

»  In  addition  to  salary  increases,  the  Operators  of  the  Municipal  Rail- 
way, through  Charter  amendment  effective  for  the  first  time  this  fiscal 
year,  received  fringe  benefits  as  follows: 

To  be  paid  into  a  specj.al  fund  for  benefits  to  be  determined  by  a 
Board  of  Directors  -  $1,852, 393 » 

Estimated  costs  of  other  fringe  benefits  to  the  Operators  -  $1,600,188, 

The  SaH.ary  Standardization  Survey  for  fiscal  year  1968-69  required 
additional  fstaff  time  because  of  the  need  to  collect  salary  data  from 
37  new  clascas..  Also, the  provisions  of  the  union  contracts  are  becoming 
more  complex  arJ  require  addioional  staff  time  to  analyze  and  evaluate 
these  fringe  benefits  and  work  conditions  which  are  a  part  of  compensation, 

ni.  RECRUITMEMT  AM)  EXAMINATION  DTVISIOM; 

Programs  Administered 

The  Fiscruitmsnb  2n3"2xamining  Division  is  responsible  for  the  re- 
cruitment, selection  and  placement  of  personnel  for  Civil  Service 
entrance  and  promotive  positions  in  the  service  of  the  City  and  County 
of  San  Francisco, 

During  the  fiscal  jrear  I967-68,  U02  regular  examinations  were  held 
compared  with  385  for  the  preceding  year.  The  number  of  applicants  for 
these  examinations  was  l8,85ii  compared  with  13j3oU  in  the  preceding  year. 
The  number  of  eligibles  placed  on  regular  lists  was  S,133   compared  with 
3,888  in  the  preceding  year. 

Priorities  in  recruitment  have  been  given  to  the  Police  and  Fire 
Departments,  Social  Services  Department,  Health  Department,  probation 
and  child  retention  staffs,  the  Municipal  Railway,  and,  from  time  to 
time,  special  situation  needs  for  personnel.  The  rest  of  the  depart- 
ments are  served  as  time  and  appropriations  permit. 

In  recognition  of  the  importance  of  staffing  the  ranks  of  the  Police 
Department,  six  examinations  for  Class  Q2  Policeman  were  completed  dur- 
ing the  fiscal  year.  Recruitment  for  Police  work  has  been  continuous 
and  as  intensive  as  our  resources  permit.  The  results  have  been  better 
than  might  have  been  expected  in  view  of  the  demands  which  are  now 
placed  upon  our  officers.  The  Police  Cadet  recruitment  program  required 
a  significant  effort  by  the  staff  which  resulted  in  reassignment s  since 
additional  funds  were  not  available.  This  further  resulted  in  delays 
In  other  recruitment  programs. 
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The  Social  Services  Department  continues  to  constitute  a  source  of 
great  demand  for  persoiinal  services  of  all  kinds.  During  the  past  year, 
thirty-two  examinations  ware  held  for  the  Social  Work  sories  alono. 
There  were  1,826  applicants  for  these  clacsif ications , 

The  staff  of  the  office  service  classifications  required  72  examina- 
tions for  typists  and  stenographers  and  we  are  stUl  unable  to  supply 
the  necessary  personnel o 

Residence  requirements  for  applicants  have  been  specified  under  a 
number  of  provisions  in  the  Charter  and  the  Administrative  Code,  These 
requirements  are  detailed  in  a  summary  attached  to  this  report.  The 
complexities  of  these  provisions  require  frequent  interpretation  to 
applicants  and  employees.  The  liberalization  in  the  residence  require- 
ments for  employees  have  bean  helpful  in  recruitment  and  retention  of 
personnel . 

Counseling  of  prospective  job  applicants  has  grown  to  be  a  signifi- 
cant function  of  the  staff.  Frequent  requests  are  received  for  staff 
members  to  meet  with  groups  cf  students  or  youth  organizations  to  ex- 
plain tho  opportimities  and  requirem3nts  of  Civil  Service  employment. 
Many  of  the  persons  who  need  this  counseling  are  from  minority  groups 
who  would  otherwise  not  leam  how  jobs  are  obtained. 

The  resources  of  this  division  are  not  adequate  to  maintain  its  work 
on  a  current  basis,  A  lag  in  the  work  program  of  approximately  a  year 
has  resulted  from  failure  to  staff  on  a  permanent  basis  the  number  of 
positions  needed  to  handle  the  increasingly  demanding  requirements  of 
the  service J 

A  standard  for  adsqnate  appropriations  for  persoiinel  services  is 
7/lOth  of  one  percent  of  the.  appropriations  for  personnel  services  in 
the  operating  departments.  By  this  standard  this  department  is  seriously 
lacking  in  financial  support. 

Objectives  of  Recruitment  and  Examining  Program  for  1969-70 
TI  Appropriations  to  provide  adequa^'e'  resources  for  the"  Recruitment 
and  Examination  Division  to  effect  a  reduction  in  the  backlog  of  over 
200  needed  examinations  and  to  intensify  recruitment  at  all  levels  of 
positions, 

2,  Conversion  to  Electronic  Data  Processing  of  feasible  processes, 

3,  Expanded  services  in  these  areas: 

a.  Career  counseling  for  prospective  applicants  and  present  City 
employees . 

b.  Special  counseling  for  the  unemployed,  undei?employed,  new 
citizens  seeking  employment,  the  handicapped,  and  the  minority 
groups  members  in  need  of  guidance, 

c«  Campus  counseling  and  recruitment, 

d.  High  school  visitation  for  counseling  purposes. 

e.  Business  district  application  center. 
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Limited  Tenure  Program 

The  direct  placeraeno  program  for  limited  tenure  a\Tpo5iitrientc  was 
initj.ated  for  the  purpcce  of  broadening  employment  oppori-iviities  for 
persons  whose  qualifications  irere  lacking  in  Gcme  ru3pe:t  ior  regular 
competition,     Esqierience  gained  in  these  appojaitmonts  will  enable  many 
of  those  s-ilected  to  qualify  in  regular  competitive  examinations  or  to 
contiJiue      ylfeir  training  toward  that  objective. 

Expanded  job  oppo:'tunities  h^ve  been  created  for  tho  disadvantaged 
citizens  01  San  Franc:L3co,     The  ininim'im  qualtfica'iians  fc  all  temporary 
limited  tenure  appojjir,ments  ara  .^oi  tu  accordance  wiih  t'.-.a  policy  of  the 
City  and  County  which  takes  irto  account  dependency  sta-ous,  public  as- 
sistance, length  of  unemplojTTiKnt  and  ether  economic  factors. 

On  May  13,  1968,  the  Civil  Service  CommiSBion  resumed  direct  control 
of  limited  "lenu-re  appointments  to  entrance  positions^     This  authority 
had  sinc5    vlsy  lb',,  1962,  been  delegaicid  to  the  i-espective  department 
heads  of  the  San  Francisco  City  and  County  service,     F.o.;9ipt  of  appli- 
cations began  cai  May  20,  I968. 

Beti-jeen  May  20,  1968,  and  June  30,  I968,  applications  were  received 
from  2,U72  parsons  seeking  United  tenure  employment.     By  August  30, 
1968,  this  number  of  applicants  had  Increased  to  li,688o     Certification 
for  limited  tenure  employment  was  made  to  1,389  vacant  positions.     An 
analysis  of  the  applications  and  certification  follows; 

Limited  Tenure  Program  -  Direct  Placement 

May  20,  I968,  to  August  30,  1968 

Analysis  of  Applications  and  Certifications  by  Racial  Code* 


Race 

Applications 
1,56^ 

Certifications 

Negro 

522 

Latin  American 

261; 

77 

Oriental 

289 

78 

Caucasion 

2,^06 

693 

Others 

61i 

19 

-•iJT^BH 

1,589 

*  Analysis  authorized  for  research  purposes  by  Fair  Employ- 
ment Practices  Commission. 

The  applicant  receives  a  counseling  sein/'ice  as  well  as  a  job  place- 
ment service.    This  is  extended  City-wide  with  special  attention  given 
to  the  disadvantaged  areas  in  the  community. 
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The  departments  in  turn  are  afforded  a  recruitment  service  for  the 
employment  of  temporary  perca-^nel  In  all  entrance  classifications  of  the 
City  and  County.  Immediate  recruitment  service  is  pro-rided  for  all 
typing  and  stenographic  classes. 

During  the  month  of  August  the  weekly  volume  of  new  applicants  in- 
creased to  an  average  of  223.  This  figure  does  not  include  former 
applicants  who  are  responding  to  notification  about  employment  or  who  are 
reporting  back  for  reemployment.  The  accompanying  increase  in  clerical 
work  has  creted  a  backlog  in  limited  tenure  certifications.  The  lack  of 
sufficient  clerical  staff  impedes  the  successful  accomplishment  of  the 
worthwhile  goals  of  this  program. 

Summary  of  Examinations 

July  1,  1967,  to  June  30,  I968 

Number  of    Number  of  Number  of    Number  of 
Type  of  Examination    Examtoations  Applicants  Participants  Eligiblea 


Promotive  -  Regular 

73 

3,777 

2,681| 

992 

Promotive  -  Continuous 

27 

138 

112 

89 

Entrance  -  Regular 

61 

6,611 

3,U86 

1,157 

Entrance  -  Continuous 

2)a 

8,328 

h,827 
11,109 

2,895 
5,133 

Limited  Tenure  -  Entrance  Classes 
(May  22,  I968  -  June  30,  1968) 

2, 1^72 
2r,35^ 

17.  IN-SERVICE  ACTIVITIES  TRABTBIG  PROGRAM 

The  Ih-Seirvice  Activities  staff  assisted  the  various  departments  in 
providing  the  following  training  programs  duirLng  fiscal  year  1967-68: 

Programmer  (Cobol) 

Advanced  Ornamental  Horticultxire 

Custodial  Training 

Accounting  Training 

High  School  Diploma 

Approximately  200  employees  participated  in  these  programs. 

Staff  members  of  the  Commission  continued  their  assistance  with  the 
Intern  Program  of  the  Ccro  Foundation.  During  the  year,  2  interns  ob- 
served the  work  of  the  Commission  in  the  area  of  examination,  classifi- 
cation, salary  and  wage  administration  and  training.  A  staff  member 
represented  the  Commission  as  a  member  of  the  annual  Core  Foundation 
Selection  Committee. 
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The  Comnisslcn  completed  its  3rd  y^ar  under  the  tuition  reimburse- 
ment program  for  City  employeoSo     A  total  of  81  applicants  (33  promo- 
tional trainingsj  U8  for  improvement  in  present  clasaif ication)  ware 
approved  during  the  year.     This  program  authorizes  partv.ol  or  full  re- 
trcbursemont  to  City  and  County  employes s  and  officers  for  cost  of  tui- 
tion at  accredited  schools.     An  appropriation  of  $U,000  was  made  avail- 
able and  ViTtS  encumbered  for  training  reimbursement  courses. 

During  the  year  work  was  done  on  the  preparation  of  a  new  rule  of 
the  Commission  to  provide  a  City-wide  gris-ffance  procedure.  It  is  ex- 
pected that  this  rule  would  become  effective  during  fiscal  year  1968-694 

Staff  work  was  performed  in  connection  with  the  development  of  a 
formal  apprenticeship  program  under  the  State  Apprenticeship  laws. 
Meetings  were  held  with  representatives  of  craft  and  with  State  officials 
and  Ifabns  who  had  major  interest  in  the  development  of  apprenticesliip 
training.     It  is  expected  that  a  new  rale  will  be  adopted  by  the  Com- 
mission during  fiscal  year  I968-69. 

A  significant  effort  was  required  to  establish  the  rules  and  pro- 
cedures for  the  Trust  Fund  for  Operators  of  the  Itoiicipal  Railway  re- 
quired under  Charter  provisions  effective  beginning  fiscal  year  I968-69. 

V.  l]m  CAREERS  PROGRAJi 

Ninety    enrbllees'  (Health  Department  38 j  Unified  School  District  29; 
Social  Services  Department  1^;  Publ  ic  Library  8)  are  currently  under- 
going on-the-job  and  academic  trainings     A  major  goal  of  this  program  is 
to  help  the  unemployed  or  underemployed,  22  years  or  older,  to  help  them- 
selves through  education  and  training  to  work  to  "take  the  load  off  of 
the  professional".     The  Federal  Government  funds  90^  of  the  cost  of  the 
project  the  first  year  and  50^  the  second  year.     The  City  and  County  of 
San  Francisco  pays  10^5  of  the  cost  for  the  first  year  in  "in-kind"   ser- 
vices; will  pay  $0%  of  the  cost  the  second  yearj  and  pay  all  of  the 
costs  beginning  the  third  year. 

Beginning  the  third  year,  the  New  Careerists  should  have  sufficient 
on-the-job  training  and  education  to  function  efficiently  as  Teacher 
Assistants  in  the  Unified  School  System,  Library  Technicians,   Social 
Service  Technicians,  Health  Technicians  performing  meaningful  work  in 
the  community  which  is  not  now  being  performed  because  our  current  pro- 
fessionals are  overburdened  with  other  duties. 

Eight  enrollees  under  the  Neighborhood  Youth  Corps  Program  (not  over 
21  years  of  age)  are  assigned  to  the  Public  Library  and  are  subject  to 
the  same  type  of  training  as  those  assigned  to    the  New  Careers  Program, 

VI.  STATISTICAL  SUMMARY  OF  ACTIVITIES 

Comparison  of  experditures  for  all  appropriations  with  original 
budget  appropriations  for  1967-68  as  reflected  by  Controller's  Appropria- 
tion Statement  for  period  ending  June  30,  I968: 
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Permanent  Salaries 

Permanent  Salaries 

Temporary  Salaries 

Overtime 

Fees  and  Other  Compensation 

Contractual  Services 

Material  and  Supplies 

Equipment 

Fixed  Charges 

Salary  Survey 

Police  &  Fire  Examinations 

Reimbursement  of  Training 
Expense 

EDP  Temporary  Salaries 

*  Exclusive  of  $5,770,00  transferred  to  Purchasing  and  $1,7^0.00 
to  Controller. 

•JHt  Includes  funds  for  CEPU  and  IF  -  Appropriation  $U,50O,00j  ex- 
penditure -  $li,295.31 

Supplemental  Appropriation  Requests: 

Approved : 

Temporary  Salaries  (t  temp.  P.)  $  21,836.00 

Contractual  Services 

(Advertising)  1,600.00 

Disapproved: 

Salary  Survey  82li.76 

Temporary  Salaries  (1212)  2,928.00 

Police  &  Fire  Exam  (X-ray)  2,300.00 


Original 

Appropriation 

Exper.dituros 

$    671,736r,00 

$  5l4l,7Mi.8l 

57,666.00 

76,812,25 

1,500c 00 

1,U95.33 

50.00 

- 

16,080,00 

15,875.00* 

12,88iio00-5«t 

13,li05«0O** 

2,165.00 

2, 151. oil 

567.00 

566.50 

12,500.00 

12,812,03 

2,U0O.0O 

1,993.72 

U,000,00 

3,926.00 

13,716.00 

13,712.88 

Mayor  Joae-ptx  L.  Allot o 
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September  21;,  1968 


Statistical  summary  of  certifications  and  appointments  for  fiscal 
year  1967-68  compared  with  fiscal  year  1966-67: 


Fiscal 

Fiscal 

Requisitions  Received 

1966-67 
1,561 

1967-68 

Permanent 

3,252 

Temporary 

9,33ii 

lh,6U6 

Certifications 

T&gular  Fferriianent 

2,270 

2,608 

Limited  Tenure  Permanent 

1,U57 

1,060 

Regular  Temporary 

1,391 

1,190 

Limited  Tenvire  Temporary 

3,885 

5,li76 

Separations 

^signed 

88ii 

890 

Retired 

U03 

U09 

Relinquished  (name  returned 

2U3 

I81i 

to  list) 

Deceased 

102 

77 

Probationary  Appointments 

Terminated 

122 

89 

Dismissed 

13 

22 

Vn.  STOMARY: 

The  ever 'increasing  volume  of  work  and  demand  for  services  has  de- 
veloped a  backlog  in  all  sections  of  the  Commission  that  now  reflects 
most  difficult  conditions.  Payroll  Auditir.g,  Certifications,  Recruit- 
ment and  Examinations,  Management  and  Employee  Services,  all  are  unable 
to  properly  function  under  the  stress  of  insufficient  personnel  to  meet 
current  work  loads  and  critical  backlogs  have  developed. 

The  serious  under staffing  of  this  office  was  indicated  in  our  annual 
budget  request  in  pointing  out  that  in  the  City  and  County  of  San 
Francisco  one  employee  in  personnel  functions  serves  376  agency  employees. 
This  is  the  largest  load  Imposed  by  any  governmental  jursidiction  In 
California, 

This  office  will  continue  to  concern  itself  with  the  problem  of  im- 
plementing staff  to  levels  which  will  make  it  possible  to  adequately  per- 
form our  proper  and  required  functions. 

Very  truly  yours, 

CIVIL  SERVICE  COMMISSION 


GJG/co 


Georg*  J,  Gru^^<^ 

General  Manager,  Personnel 


■  ,r    /     V 

CIVIL  SERVICE  i.  \  vv  :j;.ri  Fru.:icisco 

==-  Kail 

/^^mU^l     l^^f^CjfiT  .-ptember  26,  1969 

T!.e  Honorable  ^^  DOCUMENTS 

Mayor  Joseph  L.  AlioLo  e^-p  ,   ,q,- 

Room  200  -  CJty  Kail  ^^•'  "'   '^'0 

San  Francisco,  California  Sft!!',?^*,Neii'3Q 

Dear  Mayor  Ajioto: 

In  response  to  your  request  of  September  3,  1969,  we  report  hereivith  a 
statement  of  the  inajor  activities  of  the  Civil  SerA/^ice  Corijiiission  for  tho 
fiscal  year  3.968-69. 

I.  CLASSIFICATION; 

At  regular  Koetings  during  the  fiscal  year  1968-69,  the  Civil  Service 
Coir.rassion  conducted  hearings  to  resolv!-:  requests  for  reallocation  of  positions 
resulting  fron  the  Gen-.ral  Classification  Sui-'vei'.  In  addition,  the  Comnission 
took  action  on  classification  matters  vhich  have  been  brought  to  its  attention 
rincs  the  adcption  of  the  GoiErcl  Classifioation  Survey, 

As  of  July  1^  1969,  there  reiiiained  in  the  former  classification  plan 
4.5  cla^^^ses  which  included  297  employees,   (This  is  a  reduction  from  57  classes 
and  44-5  einployees  as  reportori  for  fiscal  year  1C67-63,)  The  former  classifi- 
cations are  being  elimmr.tcd  by  the  Civil  Service  Coimnission  as  such  po,';.itions 
ar^^  vacated, 

Duri  r.p,  tho  fiscal  year,  322  positions  wore  reallocated  or  reclassified. 
In  additioiij  i;-..;;  jxfsitions  approved  by  supplomentcl  appropriations  woro 
classified. 

The  following  an  j  or 'classification  •■-;.  -.'itios  were  undertaken  by  the 
Classification  Section: 

1.  Tho  transfer  of  the  Port  of  Sen  Francisco  from  the  State  service 
to  the  City  end  County  of  Sr.n  Francisco,  was  accomplished.  In  addition,  a 
classification  study  of  the  389  positions  in  the  Port  vk:s  conducted,  and 
v;hcrc  feasible  such  positions  wore  allocated  to  appropriate  City  and  County 
classificc.tions.  There  were  44  requests  for  special  review  which  were  resolved 
by  the  Commission,  There  still  remain  some  difficiilt  problem?;  v  +  +  --  '--■ 
datci'iiiined, 

2.  A  classifier tion  study  of  the  Public  Library  system  was  concluded 
and  a  portion  of  the  r'-sultc.nt  reccmrtindations  have  been  made  effective. 

3.  Clt'.ssification  sux-vej'  of  all  levels  of  probation  officer  at  the 
Juvenile  Court. 

4.  Frcliminhry  discussions  end  staff  analysis  for  a  classifier tion 
and  salary  survey  of  the  San  Francisco  Housing  Authority.  Pii.nds  for  this  siirvoy 
were  to  be  provided  by  the  Authority. 


5.  Classificntions  of  por.ltiont  i'ur   i..j,u  fj' ,yvj.i. ,  -nuiit...r;j '  i  oujo 
"tdel  Neighborhood  Agency. 

6.  Classificr.tion  of  positions  for  a  naw  Office  of  Aging  in  the 
Mr.yor's  Office  as   the  result  of  a  Federal  Grrnt  Project  under  Title  III  of  the 
Older  American's  Act, 

7.  Survey  and  report  on  the  transfer  of  157  positions  in  the  Utilities 
Engineering  Bureau,  Public  Utilities  Commission,  to  the  Airport,  Municipal 
Railway  and  Hetch  Hetchy  Project, 

B,  Established  three  major  new  classifications  for  the  Public 
Utilities  Comrlssion: 

-  1173  Deputy  General  !'t-.nager,  Public  Utilities  Commission, 

Biu-eau  of  Operations 

-  1174-  Director,  Bureau  of  Transportation 

-  1175  Director,  Utility  Property  Management  Bureau 

9.  Preliminary  discussions  were  held  with  representatives  of  the 
Police  Deprjrtnunt  regarding  a  classification  survey  of  the  uniformed  rarJcs  of 
the  department,  to  be  conducted  by  the  Civil  Service  Commission  staff, 

10.  A  special  classif.lcatlon  and  salary  study  of  the  local  Economic 
Opportunity  Counsel  Staff  v.s  oond:jctod  by  the  Civil  Service  Comndssion.  Funds 
were  provided  by  the  Economic  Opportunity  Counsel  fox-  this  purpose. 

During  the  fiscal  year  the  Classiflc-.tion  and  Pay  Division  (Manage- 
ment and  Employee  Services)  reviewed  the  duties  of  positions  rnd  recornmjnded 
classification  actions  in  the  following  categories s 

Now  positions  classified  in  1968-69  .........  690 

Salary  Ordinance  anBndmcnts  submitted 47 

New  classes  establishcdc , .  51 

Class  specifications  airanded , ,  34 

The  total  number  of  positions  reclassified  or  reallocated  and  new  positions 
classified  was  690. 

1 1 .   SAL/JtY  ST/J\^DARDIZATION; 

The  staff  of  the  Mojiagement  and  Employee  Services  Division  again 
corducted  salary  surveys  for  employees  v;r.ose  compensations  are  subject  to 
Sections  151,  151.1,  35.5.1  and  36^2  of  the  Charter, 

On  Ja^auary  31,  1969,  the  Civil  Service  Commission  submitted  its  salary 
standardization  recomxendations  to  the  Board  of  Supervisors  for  eirployees 
subject  to  Sections  151  and  151.1  of  the  Charter.  The  increases  were  calculated 
to  cost  approximately  ^7,64.5,000,  including  retirement  costs.  The  recomm.end- 
Qtions  proposed  salary  increases  ranfiii-  ijiiMnrd  to  2?l%,   vdili  the  niajority  of 
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employees  being  recommended  for  a  5%   increase. 

On  February  26,  1969,  after  review  of  th&  dnta  referred  to  the 
Commission  by  the  Legislntive  and  Personnel  Cemmittoo,  an  ndditioncl  $111,567 
wr.s  recommended  bjr  the  Civil  Service  Commission, 

On  Mrxch  3,  1969,  the  Legislative  and  Personnel  Committee  submitted 
salary  recomirtindations  to  the  full  board  which  resulted  in  c.n  apprcxim-^te  over- 
all increase  of  5%  for  all  employees  affected,  amounting  to  $6,063,093.  On 
Jli-'jch  10,  1969,  the  Board  of  Supervisors  adopted  the  Salcjry   Standardization 
Ordinance  reflecting  the  Committee's  recomrri«:;ndations.  The  ordinance  v/as 
approved  by  the  Mayor  en  that  same  date,  March  10,  1969. 

On  May  12,  1969,  the  Chamber  of  Commerce  filed  a  law  suit  in  the 
Superior  Court  petitioning  the  Court  to  rule  the  ordinance  invalid.  The 
Superior  Court  denied  the  petition. 

Subsequently,  the  Chronber  of  Commerce  appealed  the  decision  to  the 
District  Court  of  Appeals,  v;hich  appeal  was  also  denied. 

At  this  time,  the  status  of  possible  further  appeal  is  not  known. 

As  c   result  of  surveys  in  local,  private  employment  and  other  public 
jurisdictions  throughout  the  St.ate,  and  as  a  result  of  surveys  made  for  positions 
in  the  craft  classes,  police  and  fire  personnel  and  municipr.l  railwc^y  operators, 
the  following  increases  v/ero  granted,  effective  July  1,  1969: 

Estimated 


Charter  Section 

Total  No. 

Tot-vl  No. 

Classes 

Positions 

Increased  Cost 

Group 

Classes 

Positions 

Increased 

Increased 

Plus  Rctlroiiient 

Sec.  151.  I5I0I 

Adm. ,  Clerical, 

Professional, etc. 

1,290 

14,-458 

1,251 

14,4^.2 

$ 

6,063,093 

Se'C.  151.3 
Crafts 

81 

1,529 

81 

1,529 

1,223,733 

Sec.  151.3.1 

Municipal  Railway 

3 

1,783 

3 

1,783 

1,243,200 

Sec.  35.5.1  and 

Sec.  36.2 
Police  and  Fire 

3B 

3,562 

38 

3,562 

^ 

6,283,493 

1,-412 

21,332 

1,373 

21,316 

14,813,519 

The  over-all  salary  standardization  procedures  for  fiscal  year 
1969-70  resulted  in  an  increase  of  approximately  6,15b,  exclusive  of  fringe 
benefits. 
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For  fiscal  yecr  19^8-69 >  the  wages  for  operntori;  of  the  MunlciprJ. 
Railway  were  bnsed  on  the  wage  rates  paid  to  the  two  transit  companios  in 
Now  York  City.  In  accordance  with  Charter  Section  151.3.1»  fringe  bcnofita  for 
:iQ  operctors  wore  based  on  fringe  benefits  for  the  New  York  transit  coiripanios. 
-he  Eur\'ey  fcir  fiscal  year  3969-70  determined  that  the  highest  wage  rates  for 
operators  were  paid  at  Washington,  D.C,  and  Boston,  l-lassachusetts,  and  these 
rates  wore  used  in  the  establishment  of  the  wage  rate  for  the  operators  of  the 
San  Francisco  Municipal  Railway,  Because  of  lack  of  inforimtion  v/ithln  tine 
limits,  the  fringe  benefits  of  New  York  were  carried  forward  subject  to  amend- 
ment as  soon  as  required  information  could  be  obtained  and  actuarial  review 
coiild  bo  made.  Such  am^ndirxsnts  would  be  retroactive  to  the  beginning  of  the 
fiscal  year. 

The  Salary  Stanclrjrdization  Survey  for  fiscal  year  1969-70  required 
additional  staff  tine  because  of  the  need  to  collect  salary  data  for  the  newly 
acquired  Port  activity  and  the  necessity  to  review  data  for  a  number  of  new 
"lasses.  Also,  the  provisions  of  the  union  contracts  are  becoming  more  complex 

Md  require  additional  staff  time  to  analyze  and  evaluate  these  fringe  benefits 

.!:d  work  conditions  which  are  a  part  of  compensation. 

III.  RECRUITMENT  AND  EX/JgNATION  DIVISION; 

Pi-cgrams  administered 

The  Recruitment  and  Examining  Division  is  responsible  for  the 
recruitiiKint,  selection  and  p].acement  of  personnel  for  Civil  Service  entrance 
and  promotive  positions  in  the  service  of  the  City  and  County  of  San  Francisco, 

During  the  fiscal  year  1968-695  303  regular  examinations  were  held, 
"^.oflected  in  this  figure  is  the  emphasis  placed  upon  promotional  examinations 

nd  exandnaticns  which  represented  special  problems.  Some  12,118  applicants 
were  examined,  and  4-»013  were  placed  on  eligible  lists.  The  resumption  of 
limited  tenure  exarninations  "l23!>ough  this  division  added  some  U.,000  applicants 

'ho  were  tested,  from  which  i^roup  about  5,000  certifications  wore  made. 

Priorities  in  regular  recruitment  have  been  given  to  the  Police  and 
-ire  Departments,  Social  Services  Department,  Health  Department,  probation  and 
child  detention  staffs,  the  ^Junicipal  R-  ilway,  end  from  time  to  time,  special 
situation  needs  for  personnel. 

In  the'^critical  area  of  police  services,  some  six  concurrent  examin- 
ations were  held  for  Policeman  and  Police  Cadet,  Recruitment  and  examination 
for  these  classes  is  continuous  and  intensive  cjid  places  heavy  dencnds  upon 
staff  tim-3,  which  have  not  been  met  by  increased  funding.  This  significant 
effort  performed  without  additional  staff  resoiirces,  contributed  to  the  backlog 
of  generpJ.  exairdnation  work. 

A  second  critical  area  has  been  in  the  basic  typist  and  stenographer 
classifications  wliich  serve  as  the  backbone  cf  miiny  departmental  operations, 
D-oring  the  latter  part  of  the  fiscal  year,  the  division  expanded  the  examin- 
ation prcgr^im  to  v/eekly  testing,  which  appears  to  be  meeting  the  needs  cf  the 
service.  This  program,  again,  requires  intensive  effort  with  consequent  slow- 
down in  other  areas. 


The  Social  Sorvicos  Dop.irtiiient  cr'ntinucs  to  constiLii'Lo  c  source  of 
great  demand  f(jr  porsonrEl  services  of  all  kinds.  During  the  past  ycrj, 
thirty  exaninations  wore  hcl^l  for  the  socicl  v/ork  scries  alone.  There  wore 
2251  applicants  for  these  classifications. 

Counseling  of  prospective  job  applicr-jits  has  grown  t  •  bo  a  signifi- 
cant fui:iction  of  the  staff,  Frequent  i^equests  are  received  f ■  r  staff  members 
to  rieet  with  groups  of  students  or  youth  organizations  t;:  explain  the 
opportunities  and  requirements  of  civil  service  epiployirent.  Many  of  the  persons 
whc:  need  this  counseling  arc  from  minority  grc'ups  who  would  otherwise  not  learn 
hew  jobs  pj-o   obt;dncd. 

The  budget  and  staff  of  the  division  are  not  adequate  to  reduce  or 
even  to  maintain  equilibrium  in  the  face  of  an  examination  backlog  which  has 
grown  to  soinD  330  cxaininati'  ns,  many  of  v;hich  are  in  highly  specialized  and 
technicrJ.  areas.  The  staff  of  the  division  has  incrersed  by  just  5  employees 
over  the  past  10  yerjrs,  wliile  the  number  of  positic  ns  under  civil  service 
emplcjTTicnt  has  increased  from  soiie  15,000  to  22,000,  The  most  critical  factor, 
however,  is  the  increase  in  the  number  of  classifications  subject  to  examin- 
ation from  700  ten  years  ago  tc  1,300  today,  Incrersing  specialization  in  both 
business  and  government  has  thus  forced  upon  the  examination  division  a  greatly 
expjindod  area  of   operations  vdthout  concommitant  increase  in  staff.  The  five 
new  ecployirksnts  represent  less  than  a  10/S  increase  to  meet  the  B^%   increase  in 
classes  for  v;hich  examinations  must  be  drafted. 

As  an  im.portant  part  cf  the  problem  of  under- staffing,  it  is  no  Ltd 
that  20  percent  of  staff  time  is  now  spent  on  protest  and  appeal  procedures » 
Other  merit  system  agencies  co  not  spend  more  than  2  or  3  percent  of  stpi'f 
time  in  protest  and  appeal  maVoers,  This  problem  area  contributes  signifi- 
cantly to  the  exami  ration  program  baciclog, 

Ob.iectivos  of  Recruitment  and  Examininf^  Program  for   ].970-71 

1.  ilppropriaticns  to  provide  adequate  resources  for  the  Recruitment 
and  Examinaticn  Division  to  effect  a  reduction  in  the  backlog  of  some  3BO 
exaiuinatic  rs  aixl  to  intensify  recruitment  at  all  levels  of  positlcnso 

2.  Ccnvcrsion  to  Eloctrc-nic  Data  Processing  of  feasible  processes, 

3.  Expanded  services  in  these  areaas- 

a.  Career  counseling  for  prospective  applicants  and  present 
city  employees, 

b.  Sjjecial  counseling  for  the  unemployed,  under-enployod,  new 
citizens  sccicing  employment,  the  hanlicapped,  and  the 
minority  groups'  members  in  need  cf  guidance, 

c.  CamiTus  cou'iseling  and  recruitment. 

d.  High  sch.cl  \'lsitation  for  counseling  purposes, 

e.  Business  district  applicant  center, 

Li?nitod  Tenure  Profrrara 

The  ddrect  placement  j rogrran  for  limited  tenure  appointment  was 
initiated  foT  the  purpose  of  broadening  employment  opportunities  for  pr.rsuns 
whuse  qurJifications  were  lacking  in  stc  respect  for  regulrr  competiticn. 
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Experienco  gained  in  these  cppointixnts  will  onr.blo  m.-iny  of  th.sc  ..  l-cicr  to 
?:w'r?th:?t':5jJ::iie:r''''''^  ex^^mations  or  to  continue  their  tr.inin,  ' 

A^A  Expcndod  Job  opportunities  havo  boon  created  for  the  <  ic-v-rylfp.~^ 

"ArllT'fl        ■"  JVancisco       The  rdnim:.n  qur.lific.  tion^  for  r.ll  tc-ior.ry  ^     ^ 
Wte.  tonu'.-e  nppointimntn  are  set  in  accordance  with  the  policy  of  the  City 

let^hTf^t";  ;     ""%'  '"?-  fr"""*  ^^-P-^'^^-cy  st.tuB,   pzblic  assistrnco,       "^ 
length  cf  un.njaoyiT,ent  and  other  eco3x.inic  factors, 

^F^^da^t  ^^1  r^^r^'  '■'  ^^^  '^^^^'"^^  d;pa^t^^„tlS'?f'the 
^68!  Cxty  end  Cour.ty  ser^dce.     Receipt  of  applications  b^gan  on  May  20, 

12  /16  n...f  !ir^"  '^'--^  ^??   ^?^  r-"'^  -^^y  ^*  ^^^--'^   -.l-'icrtions  were  received  frcn 
12,a6  pers'-ns  s.o.^3.r,g  larrated  tenure  eir.ployinent.     Certification  for  limted 
tenure  enpxoyrcnt  vas  made  to  5,223  vacant  positions,     /a.  analysis  cf  t^ 
applications  and  certifications  follows  J  ^  ^^     -^   ^ne 

LijAted_Tcnvro_Pro/:a-am  ~.  Direct  Plnnr.T^nrit 

Ma31_2C,__I268     to     July  3.    1969 

/inalysis  cf  A-.pliir:b;x^t]s_and_Certifications  by  Racial  Code* 

^^^ — AgpHcaticns  Certificati  rn-^ 

ff  ^          .  3,764.  1,668 

Lr.tm  American  51^  2/2 

Oriental  73i  250 

Caucasicn  7^102  2,993 


Others  205 


71 


12,416  5,228 

»Anr.lysis  authorized  for  reserjch  purposes  by  Frdr  Eiriplcyinent 
Practices  Ccrandssion,  "^ 

«.^+  •'^^''  applicant  receives  a  counseling  service  qs  well  as  a  iob  rlacc- 

HBnt  service       This  is  extended  city-wide  with  special  attentir:n  given  to  the 
disadvantaged  areas  in  the  ccmnunity.  ^ 

««nln.^.  /^?  depavtircnts  in  turn  are  afforded  a  recruitnent  service  for  the 
^S  p^f  of  terrorary  personrx.l  in  all  entrance  classifications  of  thJ  City 
and  County       Inim:.diate  recruitment  service  is  provided  for  all  typing  and 
stenographic  classes.  ^J'PJ-^e  ^i"^ 
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Sumiunry  of  Exr-ndnftions     -  July  1.   39^8  to  June  30.   1969 

WuTibor  cf  Number  t;f         J^^mnbe^  of  Number  of 

IV!'  :   of  Exr.ri.ntition  Ex^'.rdnuvtloT'.s         Applip^-nts       Ptirticlranrts     Eliplbles 

Promotive  -  Rogulrr                          60  2,265  1,663  9A3 

Pronotive  -  Ccntinuous                     13  66  54-  32 

Entrr.nce  -  Rog-alnr                           41  2,64-1  1,0^4  5A5 

Entrrnce  -  Continuous  18^2 7.146  3.854  2.493 

TOT;j.  303  12,118  6,655  4,013 

Limited  Tenure  -  Entrance  Clr.asas 

(Kr.y  22,    1968     -  July  3,   1969;  12.4-16 

tot;j.  2ki  534 

IV.   IH-  SBRVICF.  .ACTIVITIES  TH.'JNING  PROGR/Jl 

The  Inr-Sorvice  Activities  staff  assisted  the  various  clepr.rtinents  in 
,rovic1ing  the  follov/ing  trr-ining  progrr-ms  diiring  fiscal  year  1968-69: 

Progrrrmer  (Gobol) 

ildve.nced  Ornanentol  Horticulture 

CusLt- -.lial  Trr-lning 

Accountinj  Trair.lr^ 

High  Schcc/l  Ijipioiiia 

The  Cormission  cGjnpletec!  its  4th  yerr  under  the  tuition'  reinb\irse- 
r,cnt  program  for  city  employucso  A  tct-:;l  of  54  applicants  (23  promotional 
trainings;  31  for  iiftiprovomcnb  in  present  classificttion)  were  aprrovcd  during 
the  year.  This  program  authorizes  partial  or  full  reiriburscincnt  to  City  and 
Couiity  cmplcyees  and  officers  for  cost  of  tuition  at  accredited  schools.  An 
appropriation  of  $4,000  was  made  available  and  was  encumbered  for  training  re- 
imbui-sement  com-ses,  A  nuiriber  of  requests  for  reimbursement  under  this  program 
could  not  be  approved  because  at  the  time  of  application  all  available  money 
was  encumbered.  The  Civil  Service  Coiaidssion's  request  for  funds  for  the 
current  fiscal  year  to  continue  this  program  was  n.-t  approved. 

A  city-wide  grievance  procedure  was  adopted  and  became  effective 
March  10,  1969.  The  experience  of  the  severrl  departments  in  administering  the 
grievance  procedure  will  be  followed  with  interest  by  the  Ci"vil  Service 
Commission  to  attempt  to  ascertain  the  success  o.f  the  prograiri,  and  whether 
amendments  of  the  rule  or  procedures  will  be  required. 

Implementation  c:f  the  l*syers-Milias-Brown  Act,  passed  at  the  1968 
r.ossiv-.ii  of  the  State  Legislature  and  gtvurning  employer-employee  relatic  ns  in 
the  various  political  subdivisions  of  the  State,  began  during  the  year.  A 
consiatant  was  engaged  beginning  April  1  to  prepare  a  plan,  which,  although 
not  complete,  had  progressed  as  indicated  below  by  the  end  of  the  fiscal  year. 

Two  committees  were  appointed,  one  representing  city  and  county 
:r.n:>(jur.jnt,  the  other  Hkijor  employee  organizetims,  both  affiliated  and 


unr^filiated.  The  ccnsultant  met  regularly  with  these  comndtteos  nnd  hr;d  a 
;^lnn  ready  for  c'>nsidoration  by  top  mfincgeriGnt  of  the  city  rnd  county  by  the 
. nd  of  Juno. 

The  ncjud  for  a  ir.p.ture  prcrjrr.m  of  labor  relations  in  the  municipal 
serxdce  vas  oil;  hasized  by  the  occurrence  of  thi'oc  strikes  during  the  first  six 
months  of  1969.  Tho  first  was  triggered  by  a  shift  change  ordered  for  an 
eiT^-loyee  at  Lafuna  Honda  Hospital  upon  short  notice.  The  strike  ended  after 
one  work  shift  v.dth  an  af-reement  that  executives  of  the  Health  Do:-,  rtment  and 
loaders  of  the  Hospital  Workers'  Union  would  negotiate  an  agreement  on  v/ork 
rules,  including  the  status  of  union  stewards.  Tills  was  done  and  is  in  effect 
until  general  city-wide  regulrtions  axe  adopted. 

The  other  two  work  stoppages  oocurred 'in  the  adult  and  juvenile  pro- 
bation depai'tmsntso  The  employees  in  these  two  instances  struck  to  secure 
added  staff  and  thereby  reduce  caseloads,  and  both  ended  after  a  short  time 
when  appropriate  budgetary  arrangements  were  v;orked  out. 

Operators  of  the  Municipal  RcAlway  threatened  strike  action  in 
ccnnectic-.n  with  demands  that  supcrvisoi-y  classes  in  the  Municipal  Railway  be 
(rranted  mo nitary  recognition  in  lieu  of  fringe  benefits  enjoyed  by  the 
.^iporators.  The  Civil  Service  Conanissicn  staff  assisted  in  the  negotiations 
\.'hich  led  to  a  satisfactory  solution  of  the  problem  without  rosoi-t  to  strike 
action, 

/.t  the  request  of  several  department  heads,  who  expressed  concern 
over  their  lack  of  understanding  of  procedures  for  negotiating  with  employee 
representatives,  an  exijcrimental  training  program  v/as  organized.  This  consisted 
."f  four  sessic'ns,  at  each  of  v/hich  a  noted  spokesman  for  managon;ent  or  labor 
toc.'k  up  one  phase  of  the  problem,  after  which  the  ^,roup  present  entered  into  a 
discussion  vlt.h  him  cf  the  topic  of  the  day.  This  v.'as  well  received  and  led 
to  the  suggestion  that  a  trairJLng  program  in  employer-employee  relations  be 
developed  in  greater  depth  and  be  offered  to  all  mrnaz-em-cnt  pers:nnel  of  the 
City  and  County. 

The  funds  approved  for  the  engagement  of  the  consultant  to  prepare 
plans  for  formal  recognition  of  employee  organizations  v;ill  be  exj^ended  by 
September  30,  1969.  It  will  be  necessary  that  fvirther  funds  and  other  resources 
be  mf.de  available  to  continue  the  program  in  order  to  in^plenent  the  requirements 
of  State  law  that  employee  organizations  be  formally  recognized  and  be  afforded 
the  right  to  meet  and  confer  in  good  faith, 

A  rule  concerning  the  ApjTenticeship  Pri' gram  under  the  State 
Apprenticeship  Law,  was  rdopted  by  the  Commission  in  1968.  Discussions  are 
underway  between  mr.nagemnnt,  the  Civil  Service  Commission,  and  interested  unions 
to  Implement  an  apprenticeship  program. 

V.   tJEW  C/.RESRS  PRCGR.J-1  /.ND  YOUTH  TR.-JNING  PRCGR.->M 

NEW  CARE?,RS 

The  Civil  Service  New  Careers  Program  is  currently  in  its  second  year. 
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75  cnrollccs  aro  now  pr-rtlcipatinp  in  on-tho-job  r.ncl  coUcrje  ncadcmic  trnlning 
out  of  r.n  initial  98.  The  trainees  fire  j  lacod  with  ilopcrtinents  where  they 
spend  20  hours  per  week  training  to  render  huirrji  services.  The  brJanco  of 
their  4^0  hears  week  is  spent  in  collei^^c  cciu-ses  working  tov;r.rd  n.  two-yecr 
Assccicto  of  i*a*ts  Degree  or  its  equivGlent.  The  plcceraonts  arc  ns   follows; 

Public  H.'Oth  35 

Borrrd  of  rz-lucr-ticn  19 

Sc)cial  Services  10 

Library  11 

A  mcjor  Roal  of  this  precrr.m  is  to  help  the  unemployed  or  undcren^Dloyed,  22 
yec'JTS  or  older,  to  help  thcmsel>'ic:  through  educction  and  trcininr:  to  v/ork  to 
'H,ake  the  load  off  of  the  professirnnl".  The  Federal  Gc;vernraent  fxmded  905S 
of  the  cost  of  the  project  the  first  year  and  50^  the  seo.'rd  year.  The  City 
and  County  of  San  Pi-anciFCO  contributed  10^  c-f  the  cost  for  the  first  year  in 
"in-kind!'"scrviceo;  is  now  contributirg  50^  of  the  cost  for  the  second  year; 
and  will  pay  all  of  the  costs  beginnirig  the  third  year  when  trainees  become 
full-time  employees, 

Bcf:innin{^  \-rxth   the  third  year,  the  New  Careerists  should  have 
sufficient  or- the- job  trainiU;]:  and  education  to  function  effectively  as 
Teacher  Assistants  in  the  Unified  School  System,  as  Library  Technicians,  as 
Social  Service  Technicij'ns,  and  as  Health  Technicians  performing  mearangful 
work  in  the  community  that  is  not  nov;  being  performed  because  our  current  pro- 
fessions are  overburdened  v;itn  other  duties.  We  consider  the  program  as 
worthwhile  as  it  has  steadily  prof^ressed  toward  its  goal  of  providing  improved 
services  to  clients  as  v.'ell  as  providing  rewarding  work  and  an  improved  . 
economic  status  to  its  paroioiixintsu 

YOUTH  TILJNIIIG 

The  Civil  Service  Commission  administers  the  Youth  Training  Program 
(part  of  the  7ederal  Department  of  Labor  Concentrated  Eraij;lcyment  Pr.  £Tam) 
under  which  53  enrollccs  are  at  present  assigned  as  follows: 

^hanicipal  Railway  -  AO 

Public  Utilities  Commission  -  Engineering  Department  -  5 

Civil  Service  Commissicn-  6 

Coroner's  Office  -  2 

These  enrollcos  are  being  trrdned  for  target  positions  eiid  receive  vocrtional 
and  academic  training  to  meet  the  entrance  requirements  necessary  to  qualify 
for  existing  Civil  Service  positions  or  make  them  eligible  to  compete  in 
private  industry.  This  pr>:-gram  is  designed  to  train  the  unemployed  and  imder- 
em[jloyod  for  remunerative  positions  which  will  enable  them  to  become  self- 
supporting. 

Basically,  the  Foderrl  G->vcrnnent  funds  90/5  of  the  cost;  the  City 
an.1  County  pays  10%  "in-kind"  contribution;  the  Public  Utilities  Corxussion 
is  contributing  90  cents  of  the  C;2.50  hourly  wage  for  each  of  the  4.0  J'iunicipal 
Railway  Trainees.  Erich  trainee  pcsitic^n  is  funded  for  up  to  twelve  m^mths  and 
pre-solcction  requirements  ere  such  that  the  cnrollees  me>y,  with  ma.ximum  parti- 
cipation in  training,  perform, efficiently  on  the  job  after  their  prescribed 
training  period  expires. 
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VI.      STATISTICiJ.  SUI-J-li'JlY  OF  ACTIVITIES 

Copparisi-'n  of  exicnditurec  for  fill  approprictions  vdth  originnl 
budget  approi:rir.ticns  for  1968-69  as  reflt.'ctr^   >^"^  r  .,+  ,..  o  lor' s  /^-.proj  r^' -+■' -  ^ 
Sti'.toment  for  pcricd  eniinn  June  30,  1969: 

PcrmanGnt  St-.laries  Appropriations  Expenditures 

PQrinn.ncnt  Salrjrics  $  736,278.00  $     680,833,39 

Tcr5.->orary  Salaries  110,100,00  *                       90,361*83 

Overtime  6,706.00                             5,809.89 

Fees  end  other  Compensations  50o00                                     — 

Contracturcl  Services  17,685.00  **                     16,830,23 

Materials  and  Supplies  12,895.00                           11,671.01 

Equipraent  1,770.00                             1,634.79 

Fixed  GhnrjTes  567.00                                 566.60 

Sr.lnry  Survey  12,500,00  ***                  13,744.12 

Fire  and  Police  Exaiia. nations  10,000.00  ****                   9,834^61 

Roimbursen>:jnt  cf  Training  Expense  4,000,00                             3,510,35 

EDP  Tenporery  Srdarics  14,760,00                           14,487^66 

*  Unex'pynded  balances  of  Special  Appropriations  for  specific  purposes 

that  were   not  conpleted  have  been  forwarded  to  1969-70  -  014,629.07. 

*»         Exclusive  of  funds  transferred  to  Pxirchaser  ^6,270,00  cind  Controller 
$14,013-00. 

*^*^*^       Additional  funds  for  Salary  Survey; 

$800,00  transferred  from  Materials  and  Supplies, 
$488.00  -  Controller  reserve  for  adjustment 

'-:-■*     For  the  first  time  fiinds  appropriated  for  EI23's  and  back  oxoiiinations. 

Supplemental  Appropriation  Requests: 

Approved: 

Overtime  |5, 206,00 

Temporary  Salaries  $63,284o00 

Statistical  sumnary  of  certifications  and  appointments  for  fiscal 
year  1968-69  compared  with  fiscal  year  1967-6S: 


RcQuisiti'-ns  Reoeived 

Permanent 
Temi-iorary 

Certifications 

Regular  PeririT.nent 
Limited  Tenure  Permanent 
Regular  Tom'pcrary 
Limited  Ten\u:e  Temporary 


Fiscal 
1967-68 

Fiscal 
1968-69 

3,252 
14,646 

3,807 
8,824 

2,608 
1,060 
1,190 
5,476 

2,720 
1,624 
1,536 
4,878 
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Sopnrr.tions 

Resirnod 
Reuirod 
Re.Li.nquished 
Deo cased 

Prcl-.r..ti-'n?.ry  App  'ir.i:i-i.:.nt,s 
Tor  mi  net fd 
D:.sinissed 


Fiscpl 
1967-68 

Fiscr-.l 
1968-69 

755 

A09 

18-^ 

77 

72/, 
359 
230 
112 

89 
22 

95 
12 

VII.      SUI-HIAHY; 

In  the  Annual  Report  for  fiscal  ycr.r  1967-68,  the  followinf^  svunmary 
:;tnteiEent  wr.s  Piiadc; 

"The  ever  increasing  volume  of  work  and  demand  for 
scrvlcGS  has  developed  a  backlog  in  all  sections  of 
the  Comirjisslon  that  now  reflects  most  difficult 
conditions.  Payroll  Auclitin^,  Certific'.tions, 
Rccr\iitnent  and  Examinations,  Manarcment  and 
Employee  Servicer,  all  are  unable  to  properly 
fimotion  londer  the  stress  of  insufficient  personnel 
to  ineet  corrent  vork  loads  and  critical  backlogs 
have  developedo 

"The  serious  urxder staffing  of  this  office  was  in- 
dicated in  our  annual  budget  request  in  pointing 
out  that  in  the  City  rr:d  County  of  San  Francisco  one 
employee  in  personnel  functicns  serves  376  agency 
employees.  This  is  the  larrest  load  imposed  by  any 
governnEntal  jurisdiction  in  California. 

"This  office  will  continue  to  concern  itself  with  the 
problem  of  implementing  staff  to  levels  which  will 
riTLke  it  possible  to  adequately  perform  our  proper  and 
required  functions, " 

We  wish  to  emphasize  that  tlie  situation  this  year  has  in  no  way  been 
lessened,  but  the  problems  and  the  cori3.equent  need  for  resources  to  meet  the 
problems  are  ever  increasinf  and  becomrrlng  more  aggravatcdo »• 


Very  truly  yours, 

CIVIL  SERVICE  COMMISSION 


George  J,JGh;bb 

General  Manai;er,  Personnel 


GJG:kc 


0F5AN 


151  City  Ha 


September  2U,   1970 

Honorable  Joseph  L.   Alioto  DOCUMENTS 

Mayor 

City  and  County  of  San  Francisco  FFR  2  \^17 

San  Francisco,  California 

SAN  FRANCISCO 
n  V*  Aii     4.  PUBLIC  LIBRARY 

Dear  Mayor  Alioto: 

In  response  to  your  request  of  August  28,  1970,  we  report  herewith  a 
statement  of  the  major  activities  of  the  Civil  Service  Commission  for  the  fiscs! 
year  1969-70. 

I.   CLASSIFICATION. 

At  regular  meetings  during  fiscal  year  1969-70,  the  Civil  Service 
Commission  resolves  requests  for  reallocation  of  positions  resulting  from  the 
general  classification  survey.  As  of  July  1,  1970  there  remained  in  the  former 
classification  plan  37  classes  which  included  256  employees,   (This  is  a 
reduction  from  U5   classes  and  297  employees  as  reported  for  fiscal  year  1968- 
69.)  The  former  classifications  are  being  eliminated  by  the  Civil  Service 
Commission  as  such  positions  are  vacated. 

In  addition,  the  Commission  acted  upon  classification  matters  which 
have  been  brought  to  its  attention  since  the  adoption  of  the  general  classifi- 
cation survey.  During  the  fiscal  year  232  positions  were  reclassified.  In 
addition,  12U   new  positions  approved  by  supplemental  appropriations  wer^' 
classified. 

The  following  major  classification  activities  were  undertaken  by  the 
Classification  Section: 

1,  A  classification  survey  of  the  uniformed  positions  in  the  Police 
Department  was  undertaken  to  identify  which  duties  assigned  to  these  ranks  covild 
be  performed  by  civilian  employees  thereby  releasing  police  officers  for  field 
duty.  The  major  aspects  of  this  stirvey  were  completed  and  the  resulting 
recommendations  were  inplemented  by  the  establishment  of  153  civilian  employ- 
ments in  a  variety  of  classifications.  A  number  of  new  classifications  were 
established  in  connection  with  this  survey  -  among  these  were: 

8215  Traffic  Control  Officer 

8217  St-  tion  Officer 

8238  Police  Communications  Dispatcher 

The  reallocation  of  \iniformed  positions  to  civilian  classifications  will 
ultimately  result  in  substantial  pryroll  savings, 

2,  The  San  Francisco  Housing  Authority  -  classification  and  salary 
survey.  The  survey  included  a  review  ©f  130  employees  in  60  classifications  in 
administrative,  technical  and  clerical  groups  but  excluding  craft  workers. 


^J.,  .. 
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3.  A  complete  classificrtion  study  of  tho  Adult  Probrtion  Dc-pr.rtment 
was  begum  during  the  year.  Position  classificrtion  quostionnairos  were 
complotod  by  all  employees  and  retiirned  to  the  Civil  Service  Commission  for 
review  and  auditing.  Preliminary  classificrtion  determinations  were  made,  field 
audits  and  n  final  report  regarding  the  classificrtion  study  of  the  Adult 
Probation  Department  will  be  made  to  the  Civil  Service  Commission  during  the 
current  fiscal  year. 

4..  A  classificrtion  survey  of  Counselor  positions  in  the  Juvenile  Hall 
was  begun.  A  final  report  has  been  prepared  and  is  currently  before  the 
Commission  for  considerrtion.  Included  in  the  recommendctions  of  the  staff  is 
the  establishnKint  of  r.  new  class  of  8313  Counselor  II. 

5.  A  new  class  of  7^4.63  Utility  Plumber  Apprentice  was  established 
diiring  the  year.  This  new  program  was  initiated  by  a  resolution  of  the  Pablio 
Utilities  Commission  which  noted  that  such  an  apprenticeship  would  be  part,  of 
the  program  of  affirmative  action  providing  employment  opportunities  for 
minority  groups.  The  Coordinating  Committee  of  the  Joint  Apprentice chip 
Committees  of  the  Plurrbing  and  Pipe  Fitting  Industry  endorsed  and  par'cicipated 
in  this  proeram,  Mditionally,  the  Civil  Si.Tvice  Commission  in  seve:ral  p-'iblio 
herrings  considered  all  aspects  of  this  program  as  presented  by  var.iou!;  lubcr 
unions,  employee  association  representatives  and  management  personnel,  36  men 
are  scheduled  to  be  appointed  in  the  first  apprentice  group.  Composition  of 
this  class  includes  approximately  50%  minority  representation.  Following 
establishment  of  this  first  city  apprenticeship  prograjn,  it  is  anticipated  the' 
additional  apprentice  classifications  will  be  proposed  for  other  crafts. 

In  stiramary,  during  the  fiscal  year  the  Mrnagement  and  Employee  Servicet 
Division  reviewed  the  duties  of  positions  and  recommended  classification 
actions  as  follows: 

New  positions  classified  in  1969-70  65O 

Salajy  Ordinance  amendments  submitted  39 

New  classes  established  63 

Class  specifier  tions  amended , 18 

II.   SALi'JlY  ST;jg).i'jn)IZiJION  -  MISCELIuJIEOUS  Et-iPLOYEES. 

The  staff  of  the  Management  and  Employee  Services  Division  again 
conducted  salary  surveys  for  employees  whose  compensations  are  subject  to 
Sections  151,  151.1,  151.3.1,  35.5.1  rni   36.2  of  the  Chrjter. 

On  January  31,  1970,  the  Civil  Service  Commission  submitted  its  salajy 
standardization  recommendations  to  the  Board  of  Supervisors  for  employees 
subject  to  Sections  151  and  151.1  of  the  Chapter.  Tho  increases  were  calculated 
to  cost  approximately  ^,500,000,  including  retirement  costs.  The  recommenda- 
tions proposed  salary  increases  ranging  upwrxd  to  25%,   with  the  majority  of 
employees  being  recommended  for  a  5%  increase. 

On  February  25,  1970,  after  review  of  the  data  referred  to  the 
Commission  by  the  Legislr.tive  and  Personnel  Committee,  an  additional  ^25,128 
was  recommended  by  the  Civil  Service  Commission, 


-> 

On  Mcrch  9,  1970,  the  L-'lslctive  and  Personnel  Comrlttee  subrnitted 
stilnry  rocorunendaticns  to  the  full  board  which  resulted  in  an  approxiniate  over- 
all increase  of  5.3%  for  all  employees  affected,  amoxinting  to  $6,053,043.  On 
March  16,  1970,  the  Board  of  Supervisors  adopted  the  Salary  Standardization 
Ordinance  reflecting  the  Comnd.ttee's  recommendations. 

Various  city  employee  organizations  received  strike  sanction  from  '.yo 
San  Francisco  Labor  Council  which  precipitated  a  three-day  partial  worJ:  ctoppaje 
for  miscellaneous  city  employees,  ijround  the  clock  discussions  between  the 
striking  city  employee  orgr.nizrtions,  the  Mayor's  office,  the  Bjard  of 
Supervisors,  management  representatives  and  the  civil  service  staff  wore  held^ 
/agreement  was  rerchod  which  ended  the  w  rk  stoppage. 

MUNICIPiJ,  C.JU4EN. 

Municiprl  Rr.ilway  operators  continued  to  receive  fringe  benefit,-;  for 
the  New  York  transit  systems  for  fiscal  year  1969-70  even  though  the  highest 
wage  rates  for  operators  were  paid  at  Washington,  D.C,  and  Boston,  Mnrsachusetts, 
and  these  rates  were  used  in  the  establishment  of  the  wage  rates  for  thj  operators 
of  the  San  Frrxcisco  Municipal  Transit  3j"stem,  Because  of  lack  of  ia'"ormation 
within  time  LirJ.ts,  the  fringe  benefits  f  New  York  were  carried  fcrwrrd,  sr-.bj'.ct 
to  amendment  e>'  soon  as  required  inforiiEtion  could  be  obtained  and  ac"luarial 
review  could  bo  rrade.  Such  amendments  would  be  retroactive  to  the  beginning 
of  the  fiscal  year. 

Subsequently,  the  Transport  Workers  Union  instituted  a  court  suit  i/hi^h 
questioned  the  legality  of  a  cost  of  living  factor  paid  by  Boston  and  Washinglor 
in  1969-70  wage  certification.  The  Superior  Coxu-t  determined  that  cost  of  li.-ln^ 
under  Section  151.3.1  cf  the  Charter  was  not  a  part  of  the  basic  wage  rate  and 
directed  the  Civil  Service  Commission  to  certify  to  the  Board  of  Supervisors  for 
fiscal  year  1970-71,  the  rates  from  the  New  York  Transit  Systems  which  did  not 
include  a  cost  of  living  facte r.  The  Civil  Service  Comjidssion  ordered  that  this 
matter  be  appealed  ani  it  is  unknown  at  this  time  what  decision  will  be  reached 
by  the  Appellate  Court  which  might  affect  wage  schedules  and  fringe  benefits 
for  municipal  operators. 

As  a  resvilt  of  surveys  in  local  private  employment  and  other  public 
jurisdictions  throughout  the  State,  and  as  a  result  --^f  surveys  made  for  positions 
in  the  craft  classes,  police  and  fire  personnel  and  municipal  railw-y  operators, 
the  foU-owing  increases  were  granted,  effective  July  1,  1970: 

Estimr.ted 
Charter  Section    Total  No,  Total  No.  Classes    Positions  Increased  Cost 

Group Classes    Positi^.ns  Increased  Increased  Plus  Retirement 

Sec,  151.1^1.1 
ixlm,.  Clerical, 
Pre  f e  ssional, etc . 

Sec.  151.3 
CraTts 

Sec.  151.3.1 
Municiprl  Railway 

Sec.  35.5.1  P-nd 
Sqc.  36.2 
Police  and  Fire 


1317 

U,8ii6 

1204 

U,56l 

$  6,053,043 

81 

1,682 

76 

1,624 

1,409,674 

3 

1,791 

3 

1,791 

1,602,700 

38 

3,559 

38 

3,559 

2,392,980 

H- 


Estimr.tod 
Charter  Section    Totr.l  No.  Total  No,   Classes    Positions   Incror.sed  Cost 
Group Clf.sses    Positions   Increased  Incrcpsod   Plus  Retirement 

Totals       U^  21.878       jjgl     21.535     eil.4g^7  ^ 

The  over-ell  salary  standardization  procedures  f -  r  fiscrl  year  1970-71 
resulted  in  an  increase  of  approximately  5.956  exclusive  of  fringe  benefits. 

III.  RECRUITMENT  iJTO  EX/iCTNATIONS  DIVISION. 

Programs  i^ministered; 

The  Recruitment  and  Examining  Division  is  responsible  for  the  recruit- 
ment, selection  and  placement  of  personnel  for  Civil  Service  entrance  and 
promotive  positions  in  the  service  of  the  City  and  County  of  San  Francisco, 

During  the  fiscal  year  1969-70,  4.58  regular  examinations  were  hold, 
21,4-85  persons  submitted  applications  for  regular  examinations;  10,849  individualj 
participated  in  testing,  and  5^277  individuals  were  placed  on  eligible  lists. 
In  addition,  there  were  8,757  applicants  for  limited  tenxire  examinations,  574^4 
participants  in  limited  tenure  exrminations  and  5,378  limited  tenure  eligiblcs 
(appointees).  The  division  thus  accepted  30,242  applications,  tested  16,313 
individuals  and  placed  10,605  individuals  on  eligible  lists.  This  represents 
about  a  one-third  increase  in  the  work  outppt  of  the  division  over  the  last 
fiscal  year. 

Examination  Priorities; 

Priorities  in  regular  recruitment  have  been  given  to  the  Police  and  Fire 
Departments,  the  Social  Services  Department,  and  the  Department  of  Public  Health, 
A  new  procedure  was  affected  for  promotional  examinations  in  the  Fire  Depfjrtment. 
The  length  of  time  from  the  posting  of  examination  announcements  to  the  adoption 
of  eligible  lists  was  cut  from  mere  than  6  months  to  4  months.  This  procec'ure 
vill  be  effected  in  Police  Department  promotional  exrminations  when  scheduled. 

During  the  fiscal  year  examinations  for  Policeman  and  Police  Cadet  vrere 
heavily  stressed.  Ten  (10)  eligible  lists  were  adopted  fcr  Class  Q2  Policeman 
containing  names  of  167  eligible s  plus  servicemen.  In  April  the  Police 
Department  was  brought  to  full  strength  for  the  first  time  in  recent  years.  This 
division  is  continuing  to  give  priority  to  these  examinations  in  order  to 
maintain  eligible  lists  to  staff  vacancies  which  occur  by  normal  turn-over  and 
the  100  additional  positions  which  have  been  created  by  the  Board  of  Supervisors, 
The  heavy  concentration  of  staff  time  rnd  effort  in  this  critical  area  without 
additional  staff  contributes  to  the  backlog  of  general  examination  work. 

Heavy  concentration  has  also  been  given  tc  examinations  in  the  basic 
stenographic  anfl  typist  classifications  which  are  critical  to  the  operation  of 
many  departments.  Tests  have  been  given  weekly. 
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The  staffing  of  the  Department  of  Social  Services  has  been  brought 
up-to-date  with  respect  to  the  professional  Social  Worker  positions.  Conversion 
of  programs  in  this  department  has  required  intensive  effort  to  staff  positions 
in  the  new  Eligibility  Worker  classification.  The  Commission  has  been  deeply 
concerned  with  avoiding  the  layoff  of  personnel  in  positions  to  be  re3"'s£ri:"j  cd 
as  a  result  of  the  conversion  program. 

Counseling  of  Job  Applicants; 

The  division  staff  has  been  Involved  with  counseling  of  prospective 
job  applicants.  Staff  members  have  met  with  various  groups  throughout  the  city 
to  interest  individuals  in  civil  service  employment.  Many  of  the  persons 
contacted  have  been  from  m?.nority  groups  and  it  is  felt  that  some  significant 
headway  has  been  made  in  interesting  such  persons  in  employment  with  the  City 
and  County. 

Limited  Temu:e  Program; 

Direct  placoment  through  limited  tenure  appointment  has  continued  to  be 
a  significant  factor  in  bringing  individuals  from  minority  groups  int'  Lhe 
mainstream  of  the  exployment  field.  Many  of  the  individuals  placed  i.-roagh 
limited  tenure  appointment  pass  regular  civil  service  examination  aftjr  ohey 
have  had  the  necessary  training  through  their  limited  tenure  appointments. 
Almost  hrJLf  of  the  persons  so  placed  have  been  from  minority  racial  groups. 

Applicants  for  limited  tenure  examination  arc  interviewed  by  the  ebciff 
and  aro  placed  with  a  view  toward  enhancing  their  qualifications  through  on-t.'i';- 
job  training,  thus  enabling  them  to  qualify  for  regular  examinations  at  a  later 
time. 

OBJECTIVES  OF  FZCaUITMENT  AND  EXAKEIIING  PROGRAM  FOR  1971-72. 

The  Civil  Service  Commission  has  asked  the  Borj?d  of  Supervisors  to 
abolish  the  ordinonce  relat,ing  to  the  limited  tenure  appointment  procedure,  to  be 
effective  in  two  years.  This  will  result  in  a  large  scale  expansion  of  recruit- 
ment and  examination  division  activities  and  contemplates  increasing  the  permanent 
and  temporary  staffing  of  the  division  with  sufficient  force  to  reduce  the 
examination  backlog  of  350  to  ^00  classifications. 

The  staffing  of  the  regular  examination  program  has  been  reorganized 
into  a  number  of  examining  teams :,  This  team  concept  has  lead  to  increased 
production  in  this  section.   It  is  anticipated  that  the  number  of  teams  will  be 
increased  from  the  current  six  (6)  to  ten  (10)  full  teams  to  form  the  nucleus 
of  a  permanent  examination  maintenance  program. 

The  long-awaited  conversion  to  electronic  data  processing  of  personnel 
records  should  enable  the  division  to  keep  abreast  of  examination  needs  as  they 
occur.  Current  budgeting  for  item  analysis  programs  will  effect  better  written 
examinations  throiogh  application  of  scientific  methods. 

The  division  will  continue  to  expand  recruitment  programs  designed  to 
reach  the  uxiemployed,  the  under-employed,  the  handicapped,  and  minority  groups 
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throughout  the  city;  as  well  ns  to  continue  with  high  school  p.nd  college  crmpus 
recruitmDnt.  Testing  in  specific  cre'^.s  such  r,s  in  the  operating  doprrtments 
will  bo  stressed  whene -^er  it  epper.rs  thr.t  large  numbers  of  employees  qualify 
for  oxandn.'^tion  but  hr.ve  not  been  brought  into  the  excininntion  program  beccuee 
of  coramunicrtion  and  related  proi:,] ems. 

Studies  will  be  initiated  on  ways  and  means  to  reduce  the  larce  crarjvnt 
of  staff  time  (approaching  twenty  per  cent)  now  devoted  to  protest  and  appeii 
procedures . 

IV.  IN-SER'^TLCE  ACTIVITIES  TRAINING  PROGRAM. 

The  In-Service  Activities  staff  assisted  the  various  departments  in 
providing  the  following  training  programs  during  fiscal  year  1969-70: 

Programmer  (Gobol) 

Advanced  Ornamental  Horticulture 

Custodial  Tnining 

Accounting  Training 

Kigh  School  Diploip.a 

An  eppropr'.ation  of  $Z.,OCO  was  available  for  training  reinbu.  •^-  ijen'; 
courses  vnder  ihe  Er.:-:)!  oyees  Training  Reimbursement  Program  in  proviouj  fiscal 
yeersc  i^owevs:--;  the  Civil  Service  Com.Tission's  request  for  fxind.s  for  the 
current  fiscal  7/ear  to  continue  ohis  program  was  not  approved. 

As  we  indicated  in  lant  year's  annual  report,  the  Civil  Ssrvice 
ComnissTon  engaged  the  service;?  of  a  consultant  to  prepare  a  plan  to  implemjr>o 
t):e  ^feye^s-Milias-BrGwn  iict  passed  at  the  1968  session  of  the  State  Legislature. 
The  consultant  completed  his  work,  submitted  a  draJ*t  of  an  employee  relations 
ordinance  end  left  the  department  in  the  Fall  because  no  funds  were  appropriated 
to  continue  this  work.  The;  staff  made  some  revision  of  his  proposals.  The 
draft  of  an  employee  relations  ordinance  was  only  intended  to  be  a  basis  of 
discussion  and  a  strjt  of  a  series  of  meetings  and  conferences  with  all  interesteid 
parties  to  attempt  to  reach  a  consensus. 

The  Civil  Service  Comndssion  later  appointed  a  management  tear.,  which 
consisted  of  the  following  members  to  meet  with  a  similrr  committee  representing 
the  vrjious  labor  groups; 

M7JJAGEMENT  TF^^M 

Chief  i'-dministrat-Tve  Off:"ce;.',  Chairman 
General  Manager,  Public  Utilities  Commission 
General  Manager,  Civil  Service  Commission 
Chief  of  Police 

Ex-Officio  Members: 

Mayor 

Chairman,  Legislative  and  Personnel  Committee, 
Board  of  Supervisors 
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The  r.ppointment  of  a  InbtT  ter.m  hr.s  not  r.s  yet  been  finalized  r.nC.  still  is  in  the 
discussion  stcge  between  representatives  of  the  Lrbor  Council,   the  Building 
Trades,   the  Teemsters  nnd  other  groups. 

V.      NEW  C;JIESRS  PROGR/iM  iJID  YOUTH  TILJNING  PROGIL.M. 

NEW  CJIEERS 

The  New  Careers  ^rogrr.m  sponsored  by  the  Civil  SDrvice  Coinmisri'^n 
was  completed  by  a  majority  cf  the  enrollees  on  June  30,  1970  with  the 
exception  of  15  New  Careerists  vho  were  unavoidably  delayed  in  completing  their 
work  experience  and  educational  curriculum.  Of  the  original  98  enroliees  who 
started  the  program  two  years  ago,  56  have  completed  two  years  of  on-the-job 
training  and  also  completed  two  years  of  college  academic  work.  Those  56  are 
currently  regular  civil  service  employees  in  budgeted  positions  working  in  the 
following  departments: 

Department  rf  Publ-ic  Health  28 

Department  of  Social  Services  6 

I\iblic  Library  6 

San  Francisco  Unified  Schools  16 

"hese  New  Careerists  who  successfully  completed  the  pro^jram  have 
siiffici'Jnt  on-^ll3-job  tre-ining  and  education  to  function  effectively  as  Teacher 
Assistar.ts  in  the  Unified  School  System,  as  Library  Technicians  in  the  Public 
Library  System,  as  Social  SerTico  Technicians  in  the  Departnient  of  Social 
Services  and  Community  Health  Wcrkers  in  the  HeaJth  Departmont.  In  each  case 
they  are  performing  meaningful  w-rk  in  the  community  that  was  not  being  cffjied 
before  because  our  professionals  are  overburdened  vdth  other  duties.  It  is 
articipated  that  the  other  15  enrollees  will  complete  their  required  work 
experience  and  college  academic  training  by  June  30  of  1971,  at  whr.ch  tiine  they 
will  be  assigned  en  r.  fuLl  time  basis  to  the  operating  deppxtments  as  regular 
enplojrees  in  i'ully  budgeted  positions. 

The  major  goal  of  this  program  was  to  help  the  unemployed  and 
underemployed,  22  years  of  age  or  older,  to  help  themselves  throu^"h  edvcauicn 
and  training  to  work  to  "take  the  load  off  the  professional".  The  Federal 
Government  funded  905?  of  the  cost  of  the  project  the  first  year  and  50$  of  the 
secrnd  year.  The  City  and  Coumty  of  San  Francisco  contributed  10$  cf  the  cost 
for  the  first  year  in  "in-kind"services,  contributed  50$  of  the  cost  of  salaries 
only  for  the  second  year,  and  beginning  the  third  year  all  qualified  New 
Careerists  are  er^iloyed  as  regular  full  t-'me  civil  service  employees.  We 
consider  the  program  as  worthwhile  in  th.-'.t  New  Careerists  are  providing  improved 
and  new  services  to  clients,  as  well  as  providing  meanlngfiil  work  and  an 
improved  economic  status  to  the  participants, 

YOUTH  TRi'JNING  PR0GRiJ4. 

During  the  year,  the  Civil  Service  Commission  contracted  with  the 
Concentrated  Employment  Program  of  the  Economic  Opportunity  Coiincil  (fvinded  by 
the  Department  of  Labor)  for  the  administration  of  a  Youth  Training  Program, 


52  enrollees  were  trainud  under  the  contract  ftr  target  positions  r.nrl  received 
vocr.tional  and  academic  trrininj:  to  meet  the  entrrnce  rcquirtmenta  necessary 
to  qualify  for  existing  civil  service  positions  or  positions  in  private 
industry.  This  program  is  designed  to  train  the  unemployed  and  under-employed 
fur  remunerative  positions  which  vill  enable  them  to  become  self  supi  orting. 

During  the  year  the  following  number  of  enrollees  were  trained 
in  their  respective  areas: 

Enrollee's  Entered 
Program 

^funicip^J.  Railway 
Transportation  Assistants   40 

Draftsman  Trainee  5 

Civil  Service  Commission  6 

EDP  Trainee  6 

Laboratory  Trainees  2 

The  Civil  Service  Commission  is  currently  recruiting  an  additional  IJD   enrollees 

for  the  Transportation  Program  and  working  on  a  Fire  Safety  Technician  Frogran 
which  vn.ll  tr^dn  25  .ninority  enrollees  to  be  Firemen, 

VI ,   STATISTICiJi  SUMM^'JIY  OF  ACTIVITIES . 

Comparison  of  e-cp-nditures  for  all  approprir'oions  with  origirai 
budget  appropriations  for  1969-  ,'0  as  reflected  by  Controller's  Appropriation 
Statemenc  for  pericd  ending  June  30,  1970: 

Formanent  Salaries  Appropriations   Expend-itures 

Permanent  Salaa-ies  $  784,709.00     $  733,609.71 

Temporary  Salaries  91,259.00  79^802,04 

Overtime  2,500.00  2,030,58 

Fees  and  Other  Compensation  50.00  -  • 

Contractual  Services  19,605,00  *  19,550,95 

Materials  and  Supplies  12,895.00  10,932.24 

Equipment  —  — 

Fixed  Charges  602.00  591.50 

Solary   Survey  15,000.00  14,849.89 

Fire  and  P-lice  Examinations  12,950.00  12,614.57 

Reimbiirsement  of  Training  Expense  —  — 

EDP  -  Integrated  Personnel  ^stcm  73,740.00  ^'*  73,740.00 

*   Exclusive  of  funds  transferred  to  Purchaser  $6,^0.00 

**  Funds  transferred  to  Controller 
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Supplemental  Appropriation  Requests  approved  and  included  in  above  indicated 
amounts: 


Temporary  Salaries  $41,259.00 

Overtime  l,000o00 

Salary  Survey  2,500.00 

Fire  &  Police  Examinations  2,950,00 

Statistical  summary  of  certifications  and  appointments  for  f:*"??!!  year 
1969-70  corpared  with  fiscal  year  1968-69: 


Requisitions  Recer" 

■ved 

Fiscal 
1968-69 

Fiscal 
1969-70 

Permanent 
Temporary 

3,807 
8,824 

3.566 
16,318 

Certifications 

Regu"i.!ir  Per:,ianent 
Limited  Tcmre  Permanent 
Regu-'tur  Tetiporary 
Limited  Temire  Temporary 

2.720 
1,624 
1,536 
4,878 

2,925 

878 

1,479 

4,708 

Separations 

Resigned 
Retired 
Relinqvdshed 
Deceased 

724 
359 
230 
112 

718 

4.95 

267 

72 

Prob?ti-nary  Appoi 

.ntments 

Terminated 
Dismissed 

95 
12 

92 
16 

VII.      PRIMMY  ACCOMPLISHMENTS. 

Survey  of  luiiformed  positions  in  the  Police  Department. 

Examinations  for  uniformed  positions  in  the  Police 
Department  have  filled  all  vacant  positions  for 
the  first  time  in  recent  years, 

A  new  procedure  in  giving  promotive  examinations  in  the 
uniformed  services  has  cut  the  time  period  between  the 
time  the  examination  is  announced  and  the  eligible  list 
is  established  by  33-l/3$6. 
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Reorganization  of  examination  program  into  a  number 
of  examining  teams  has  increased  production. 

Housing  Authority  Survey. 

Preparation  of  Meyers-Kilias-Brown  Ordinance  on 
collective  negotiation. 

Salary  Standardization  Survey, 

Completion  of  Port  classification  survey. 

>!AJOR  PROBLmS 

Implementation  of  the  Meyers-Milias-Brovm  Ordinance 
for  collective  negotiation. 

Maintenance  and  updating  of  a  city-wide  classificrtion 
plan  cr.used  by  the  yearly  increase  in  number  of 
clii^sificrtions. 

3^'0   to  4.00  examination  backlcg, 

SOLUTIONS  TO  PROBLEMS 

City-wide  classjfi cation  maintenance  program  can  be 

solved  by  personnel  increases  of  approximately  50% 
in  technical  staff. 

Examination  backlog  can  be  reduced  by  additional  staffing 
and  by  araendjnent  to  the  Charter  eliminating  employees' 
protest  periods  which  consume  between  15  and  20%   of 
professional  staff  time  handling  protests  and  appeal 
matters. 


VIII .   SUMMARY. 

In  the  Annual  Report  for  fiscal  year  1968-69,  the  following 
stnnmary  statement  was  made: 

"The  ever  increasing  volume  of  work  and  demand  for 
services  has  developed  a  backlog  in  all  sections 
of  the  Commission  that  now  reflects  most  difficult 
conditions.  Payroll  Auditing,  Certifications, 
Recruitment  and  Exrminations,  Management  and  Employee 
Services,  all  are  unable  to  properly  function  under 
the  stress  of  insufficient  personnel  to  me-t  current 
work  loads  and  critical  backlogs  have  developed. 
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•The  serious  undQrst".ffing  of  this  office  wr.s 
indicated  in  our  annual  budget  request  in 
pointing  out  that  in  thu  City  find  County  of 
Son  Francisco  one  employee  in  personnel 
functions  services  376  rgency  employees.  This 
is  the  largest  load  imposed  by  ar.y  govornraental 
jurisdiction  in  California, 

This  office  will  continue  to  concern  itself  with 
the  problem  o.^  implementing  staff  to  levels  which 
will  iroJce  it  possible  to  adequately  perform  our 
proper  and  required  functions," 

We  wish  tc  emph&zise  that  the  situation  this  year  has  in  no  v/ay  been 
lessened,  but  the  problei.j?  ?.nd  the  consequent  need  for  resovirces  to  meet  the 
problems  are  ever  increasing  and  becomming  more  aggravated. 

Very  truly  yours, 

CIVIL  SERVICE  COMMISSION 


AjM, 


George  J^  G^lJt 

General  Manager,  Personnel 


CIVIL  SERVICE  COMMISSION  OF^AN  FRANCISCO 
"^  151  City  Hall 

*^'  September  29,  1971 

Honorable  Joseph  L.  Alioto  ,^«/%ii»iCMTC 

Mayor  DOCUMENTS 

City  and  County  of  San  Francisco  rcD  o      107? 

San  Francisco,   California  |-tD  6      viiL 

SAN  FRANCISCO 

Dear  Mayor  Alioto:  pubuc  ubhakv 

In  resDonse  to  your  request  of  September  1,  1971,  we  report  herewith  a 
statement  of  the  major  activities  of  the  Civil  Service  Commission  for  the 
fiscal  year  1970-71. 

I.   CLASSIFICATION 

At  regular  meetings  during  fiscal  year  1970-71,  the  Civil  Service 
Commission  resolves  requests  for  reallocation  of  positions  resulting  from  the 
general  classification  survey.  As  of  July  1,  1971  there  remained  in  the 
former  classification  plan  47  classes  which  included  236  employees.  The 
former  classifications  are  being  eliminated  by  the  Civil  Service  Commission 
as  such  positions  are  vacated. 

In  addition >  the  Commission  acted  upon  classification  matters  which 
have  been  brought  to  its  attention  since  the  adoption  of  the  general  classifi- 
cation survey.  During  the  fiscal  year  210  positions  were  reclassified.  In 
addition,  136  new  positions  approved  by  supplemental  appropriations  were 
classified. 

The  following  major  classification  activities  were  undertaken  by 
the  Classification  Section: 

1.  A  classification  study  of  the  Adult  Probation  Department  which 
was  begun  during  the  previous  fiscal  year  was  completed.  70  positions  were 
surveyed  and  the  class  of  Adult  Probation  Officer  and  Juvenile  Probation 
Officer  were  consolidated  into  one  classification. 

2.  A  classification  survey  of  counselor  positions  in  the  Juvenile 
Hall  was  completed.  Several  new  classifications  were  established  as  a  result 
of  surveying  85  positions.  The  reclassifications  involved  in  this  study 

did  not  result  in  any  inci*ease  in  cost.  New  entry  levels  were  established 
to  aid  minority  recruitment.  A  new  supervisory  level  was  established  to 
assist  management. 

3.  During  the  past  fiscal  year,  the  staff  started  a  survey  of  all 
engineering  and  drafting  positions  throughout  the  city  and  county  service. 
Most  of  these  positions  are  found  in  the  Public  Works  and  the  Public 
Utilities  DepartineJits.  The  purpose  of  the  survey  is  to  determine  if  the 
class  specifications  are  descriptive  of  the  duties  assigned  to  these 
positions  and  if  present  occupants  are  performing  duties  which  are  allocated 
to  the  appropriate  classification. 
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U.     The  staff  completed  a  svirvey  of  administrative  positions  in  the 
California  Palace  of  the  Legion  of  Honor  and  the  M.  H.  De  Young  Memorial 
Museum.  Changes  in  respective  classifications  reflect  the  consolidation 
of  the  two  museums.  As  a  result  of  the  consolidation  there  will  be  one 
Director  Museums  and  one  Assistant  Director  with  expanded  responsibility. 

5.  The  staff  classified  several  new  executive  and  administrative 
positions  as  a  result  of  the  establishment  of  a  separate  Airports  Department 
and  Commission.  These  new  positions  are  Involved  in  planning,  development 
and  operations  of  the  Airport. 

6.  The  staff  prepared  new  job  descriptions  for  positions  to  reflect 
a  centralized  Model  Citi«s  Program  under  the  Mayor.  These  positions  are  in 
the  area  of  fiscal  responsibility,  planning  and  development,  evaluation  and 
monitoring  and  management  information  systems. 

7.  The  staff  also  established  four  new  positions  to  reflect  a 
reorganization  of  the  Buildings  and  Grounds  Division  of  the  San  Francisco 
Unified  School  District.  The  new  positions  are: 

School  Architecttlre  Coordinator 
School  Facilities  Feeds  Analyst 
School  Facilities  Planner 
School  Construction  Coordinator 

These  new  positions  reflect  the  reorganization  of  the  Division  of 
Buildings  and  Grounds  to  the  Facilities,  Planning  and  Construction  Division. 
The  purpose  of  the  reorganization  is  to  bring  schools  which  do  not  meet 
the  requirements  of  the  Field  Act  up  to  standards. 

In  surmaryj  during  the  fiscal  year  the  Management  and  Employee 
Services  Division  reviewed  the  duties  of  positions  and  recommended 
classification  actions  as  follows: 

New  positions  classified  in  1970-71  Budget 150 

Salary  Ordinance  amendments  submitted ^4- 

New  classes  established 4-8 

Class  specifications  amended 4/. 

1 1 .   SALARY  ST/jyDJJ^IZATlON  -  MISCELLANEOUS  mPLCYEBS . 

The  staff  of  the  Management  and  Employee  Services  Division  again 
conducted  salary  surveys  for  employees  whose  compensations  are  subject  to 
Sections  151,  151.1,  151. 3. 1>  35-5.1  and  36.2  of  the  Charter. 

On  January  29,  1971,  the  Civil  Service  Commission  submitted  its 
salary  standardization  recommendations  to  the  Board  of  Supervisors  for 
employees  subject  to  Sections  151  and  151.1  of  the  Charter.  The  increases 
were  calculated  to  cost  approximately  '?^55  063,265,  including  rotirem.ent 
costs.  The  recommendations  proposed  dalary  increases  of  3.25/5  across  the 
board  for  all  classes  excepting  gardening  and  street  cleaning  classes. 

On  February  23,  1971,  after  review  of  the  data  referred  to  the 
Commission  by  the  Legislative  and  Personnel  Committee,  an  additional 
$12,54-4  was  recommended  by  the  Civil  Service  Commission. 


On  March  8,  1971,  the  Legislative  and  Personnel  ComrdtteG  submitted 
salary-  recoTrmondations  to  the  full  board  which  resulted  in  an  overall 
increase  of  U%   for  all  employees  affected,  a.-ncunting  to  $6,265,639.  On 
March  15,  1971 >  the  Board  of  Supervisors  adopted  the  Salary  Standardization 
Ordinance  reflecting  the  Coiranittce's  rocoimendations. 

As  a  result  of  surveys  in  local  private  employment  and  other 
public  jurisdictions  throughout  the  State,  and  as  a  result  of  surveys 
mado  for  positions  in  the  craft  classes,  police  and  fire  personnel  and 
municipal  railway  operators,  the  follo'.d.ng  increases  were  granted,  effective 
July  1,  1971.  However,  salary  payments  for  the  police  and  fire  personnel 
and  municipal  railway  operators  were  suspended  ponding  clarification  by  the 
courts  in  interpreting  the  provisions  of  Executive  Order  II615; 

Estimated 
Charter  Section   Total  No.  Total  No.  Classes    Positions   Increased  Cost 
Group Classes_  _  Positions  Increased  Increased   Plus  Retirement 


Sec.   151.151.1 
Adm..  J  Clerical  5 
Professional,   etc. 

1345 

15,276 

13-^5 

15,276 

%  6,265,639 

Sec.   151.3 
Crafts 

86 

1,686 

73 

1,311 

1;  84.6,662 

Sec.   151.3.1 
Municipal  Railway 

3 

1,791 

3 

1,791 

2,18/i,3/;0 

Sec.   35.5.1  and 
Sec.   36,2 
Police  and  Fire 

38 

3.676 

38 

3,676 

8,184,1?8 

Totals 

H72 

22.^29 

M59 

22, 05^ 

$l8./.80.799 

The  over-all  salary'  standardization  procedures  for  fiscal  year  1971-72 
resulted  in  an  increase  of  approximately  C.2^   exclusive  of  fringe  benefits. 

Ill .  RECRUITMENT  AIJD  EXA>aMATlONS  DIVISION 

Programs  Administered; 

The  Rncruitment  and  Examination  Division  is  responsible  for  the  recruit- 
ment, selection  and  placement  of  personnel  for  the  22.000  pemanent  employ- 
ments in  some  Li.00  job  classifications  in  the  city  and  county  service,  and 
for  a  varying  number  of  temporary  employments  in  these  classifications. 

During  fiscal  year  1969-70,  2j4.,692  regular  civil  service  applications 
were  received,  16,628  applicants  were  scheduled  for  examination,  and  3,617 
eligibles  were  placed  on  305  eligible  lists.  4. ,128  interviews  were  held 
for  limited  tenure  examination  applicants,  not  including  recertifications, 
and  some  ii.,915  limited  tenure  certifications  were  made. 


In  addition  to  the  lists  of  eligibles  adopted  during  the  fiscal  year, 
231  examinations  were  in  various  stages  of  processing. 
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Exajninntion  priorities; 

I^ioritiop  in  regular  rGcrultment  have  been  given  to  stcffing  positions 
which  concern  tho  health  and  ■rurot-'  of  thr  public  and  to  popltiona  affecting 
the  fiscal  integrity  of  the  ':i  ry  oiid  couiity  govornEient .  Special  priority- 
has  been  given  to  the  devclopir«iit  of  oxaiL'.riation  progrpjus  wldch  vrill  bring 
additional  members  of  the  various  minority  communities  throughout  the  city 
into  city  and  county  einplojTnent . 

Durinr  the  fiscal  year  Tnar;;/-  hard-to-fill  .lob  categories  were  either 
closed  for  3xamination  or  tcdiag  was  reduced  because  eligible  lists  have 
filled  departmon:al  needs.  This  is  parti;/  becai'se  of  heavy  concentration 
in  those  specific  areas  and  partly  bccausr  of  cvjrrent  economic  trends. 
For  example  5  11  Policeman  and  10  Police  Cadet  examinations  during  the  fiscal 
year  produced  193  Police  eligibles  and  27  Cadet  eligibles.  The  Police 
Department  has  been  brought  up  to  full  strength,  and  will  be  maintained 
at  full  strength  for  the  forseeable  future.  Other  critical  classes  that 
have  been  long-term  recrviitmont  problems  but  for  which  we  now  have  sufficient 
eligibles  include  the  Junior  Engineer  Classes,  Bus  Drivers,  Clerk  Typists, 
Clei-k  Stenographers  (permanent  positions).  Porters,  Social  Workers  and 
Tellers. 

Examinations  conducted  during  the  fiscal  year  which  were  of  special 
interest  in  the  city  service  include  Chief  and  Assistant  Chief  of  Investments, 
Acc-unt  Clerl:  series,  Storekeeper- Purchaser  series ,  Personal  Property 
Auditor-Real  Property  Appraiser  series,  Draftsman  series,  Dairy-Food-Sanitation 
Ins-jector  series,  ajid  the  Street  Cleaner-Laborer  Registration. 

Limited  Tenure  Program; 

Direct  placement  through  limited  tenure  appointment  has  continued  to  be 
a  major  factor  in  the  recruitment  of  individuals  from  minority  f-ooos 
into  the  employment  market.  As  with  the  last  fiscal  year,  iriTJiy  of  the 
limited  ten'ore  employees  vrere  able  to  use  their  v/ork  experience  to  qualify 
for  regular  examination. 

Social  Ser^-dces  ProFTram; 

In  response  to  n  mandate  from  the  State  and  Federal  Governments 
that  non-status  appointments  in  the  Department  of  Social  Services  be  limited 
to  six  month's  duration,  the  Civil  Service  Commission  receU'ed  a  grant  of 
some  04-1  > 000  for  the  administration  of  exaninations  in  this  field.  This  is 
the  first  such  grant  to  be  awarded,  and  reflects  fimding  froTi  sources 
which  will  not  affect  the  ad  valorem  tax  rate.  A  $2,500  grant  was  also 
received  for  specific  examinations  at  Hassler  Hospital. 

Resen.rch  and  preparation-legal  requirements; 

During  the  fiscal  year,  the  U.S.  Supreme  Court  in  the  Griggs  vs. 
Duke  Power  Co.  Case  ruled  that  under  the  civil  rights  law  as  it  applies  to 
private  industry  qualifications  for  employment  must  be  valid  and  must  not 
discriminate  against  groups  protected  by  the  Civil  Rights  Act.  Additionally, 
now  before  the  Congress  is  a  bill  which  wo^uld  bring  government  entities 
within  the  provisions  of  Title  VII  of  the  Civil  Rights  Act,  especially 
Title  29,  Chapter  XIV,  Part  1607.  This  Act  has  governed  private  employers 
since  1964.,  but  has  exempted  government  jurisdictions. 
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Should  this  legislation  bo  approved,  the  Civil  Soirvlco  Corarlssion  vd.ll 
probebly  bo  faced  vd.th  the  necessity  of  iuiplemcnting  changes  in  our 
opera I.ions>  v/hich  v/ould  entail  requirement  for  additional  funds  and  other 
rcsoux'cos.  Attendance  by  staff  members  at  several  conferences  devoted 
to  these  problems  indicates  that  no  one  in  civil  service  jurisdictions 
can  as  yet  predict  the  effects  of  the  legislation  or  tho  steps  necessary 
to  comply. 

OBJECTIVES  OF  RECRUITMEI.T  AITO  EXj^IIIAHON  DIVISION  FOR  1971-72: 

In  mid-fiscal  year  1970-71  it  became  apparent  that  many  of  the  i. 
continuous  examinations  for  critical  entrance  employments  could  be  closed 
or  suspended.  Tho  charge  in  emphasis  led  to  a  concentration  on  overdua 
promotional  and  cnc-position-clr.ss  examinations,  and  to  a  reduction  in 
the  number  of  applicants  scheduled  for  examination  during  the  year.  The 
231  examinations  in  various  stages  of  processing  at  the  close  of  the  fiscal 
year  represent  riany  areas  which  have  been  neglected  because  of  the  lack  of 
funds  and  staff  to  process  ar.y  but  the  more  critical  examinations. 

IV.   IN-SSR\n:CE  ACTinTlES  TRi'JNING  PROGR.AM. 

The  In-Service  Acti\rities  staff  assisted  the  various  departments  in 
pro^T-ding  the  following  training  programs  during  fiscal  year  1970-71: 

Prograirine  r  ( C  obo  1 ) 

Advanced  Ornamental  Horticulture 

Custodial  Training 

A::^cour.ting  Training 

High  School  Diplora 

An  appropriation  of  $^,000   was  available  for  training  relTr.-^urs:-ment 
ccarsos  und?.r  tho  Employees  Training  Reir.bursenent  Program  in  provious  fiscal 
years.  Hoveverj  the  Civil  Service  Commission's  reouest  for  funds  for  the 
cui'rent  fiscal  year  to  continue  this  program  was  not  approved. 

The  Management  Committee  completed  the  first  phase  of  its  activities 
by  presenting  to  the  Board  of  Supervisors  on  July  1,  1971  a  Proposed  Ordinance 
Pertaining  to  Employer-Employee  Relations  in  the  City  and  County  of  3an 
Francisco. 

The  proposed  ordinance  resulted  from  meeting  and  conferring  sessions 
held  throughout  1969-70  with  representatives  of  employee  astoeiations, 
affiliated  unions,  independent  unions,  employee  groups  and  individual 
employees. 

Public  hearings  on  the  proposed  ordinrjicc  will  be  scheduled  by  the 
Legislative  and  Personnel  Committee  of  the  Board  of  Supervisors  prior  to 
final  Board  of  Supervisors  action  during  1971-72. 
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V.  IIEV  CAREERS  PROGRAM  AND  YOUTH  TR/JNING  PROGIL'iM 

NEW  CAili.ERS; 

The  New  Careers  Program  sponsorjd  by  the  Civil  Service  CorsLission 
was  conpleted  on  June  30,  1971.  Of  the  original  98  cnrollocs  who  started 
the  program,  63  completed  two  years  of  on-the-job  training  and  also 
completed  two  years  of  college  academic  work.  These  63  are  currently 
regular  Civil  Service  employees  in  budgeted  positions  working  in  the 
following  departments: 

Department  of  Public  Health     32 

Department  of  Social  Services    8 

Board  of  Education  16 

Public  Library  7 

These  New  Careerists  who  successfully  completed  the  program  have 
sufficient  on-thc;-job  training  and  education  to  function  effectively  as 
Teacher  Assistants  in  the  Unified  School  System7  as  Library  Technicians  in 
the  Public  Librarj'-,  as  Social  Service  Technicians  in  the  Department  of 
Social  Ser\'lces  and  Community  Health  Workers  in  the  Health  Department.  In 
each  case,  they  are  performing  meaningful  work  in  the  community  that  was 
not  being  offered  before  because  our  professionals  are  overburdened  with 
other  duties. 

The  major  goal  of  this  program  was  to  help  the  unemployed  and 
underomploj'-ed.  22  years  of  age  or  older,  to  help  themselves  through 
education  and  training  work  to  ''take  the  load  off  the  professional." 
The  Federal  Government  funded  90^  of  the  cost  of  the  project  the  first  year 
and  50^  of  the  second  year.  The  City  and  County  of  San  Francisco  contributed 
10^  of  the  cost  for  the  first  year  in  "in-kind"  services,  contributed  50^ 
of  the  cost  of  salaries  only  for  the  second  year,  and  beginning  the  third 
year  all  qualified  New  Careerists  are  employed  as  regular  full-time  Civil 
Service  employees.  We  consider  the  program  as  worthwhile  in  that  New 
Careerists  are  providing  improved  and  new  services  to  clients,  as  well  as 
pro^T-ding  meaningful  work  and  an  improved  economic  status  to  the  participants. 

YOUTH  TR/JNING  PR0GRi'J>I 

During  the  year,  the  Civil  Service  Commission  contracted  with  the 
Concentrated  Employment  Program  of  the  Economic  Opportunity  Council  (funded 
by  the  Department  of  Labor)  for  the  administration  of  a  Youth  Training 
program.  Enrollecs  in  this  program  are  trained  under  the  contract  for 
target  positions  and  received  vocational  and  academic  training  to  meet  the 
entrance  requirements  necessary  to  qualify  for  existing  Civil  Service 
positions  or  positions  in  private  industry.  This  program  is  designed  to 
train  the  unemployed  and  under-em.ployed  for  remunerative  positions  which 
will  enable  them  to  become  self-supporting. 
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During  the  year,  the  following  nunbcr  of  enrolleos  woro  tr* 
trained  in  thoir  rospective  croas: 

Enrolleos J  Ertcred  Program 

Municipal  Railway 

Transportation  Assistants  4.0 

Drartsman  Trainee  3 

EDP  Trainee  A 

Laboratory  Trainee  2 

Fire  Safety  Technician  23 

The  Draftsnan  Trainee,  EDP  Trainee  and  Laboratory  Trainee  programs 
have  been  coriploted  and  6  of  the  9  enrollees  in  these  programs  are  currently 
City  employees.  The  Transportation  Assistant  Program  and  Fire  Safety 
Technician  Program  will  be  completed  by  December  1,  1971. 

The  Fire  Safety  Technician  program  is  a  unique  one  and  was 
initiated  with  the  cooperation  of  the  Concentrated  Employment  Program, 
the  Fire  Department  and  the  Firemens  Union.  Its  main  purpose  was  to 
assist  the  Fire  Department  in  recruiting  and  training  members  of  the 
minority  communities  to  help  them  help  themselves  in  meeting  the  standards 
required  of  men  in  the  uniformed  force  of  our  Fire  Department . 

The  Civil  Service  Commission  is  currently  developing  programs  in 
Clerical,  Junior  Water  Treatment  Plant  Operator  and  Juvenile  Couri'  Counselor 
Trainee  areas,  which  will  provide  21  additional  training  slots  for  the 
disadvantaged . 

VI.  STATlSTlC/iL  SUMIIARY  OF  ACTIVITIES 

Comparison  of  expenditures  for  all  appropriations  with  original 
budget  appropriations  for  1970-71  as  reflected  by  Controller's  Appropriation 
Statement  for  period  ending  June  30,  1971; 

PERMANENT  SALARIES  APPROPRIATIONS  EXPENDi:i'URFS 

Permanent  Salaries  $905,209.00  $838..3U.57 

Temporary  Salaries  90,000.00  76,387.28 

Overtime  1. 500.00  l,ii98.9ii 

Fees  and  Other  Compensation 

Contractual  Services  33,560.00  31:17A.98 

Materials  L   Supplies  14,000.00  11,4^5.76 


STATISTICAL  SU^WJg  OF  ACTlVIIIES  -  Continued 

PERI-L^NENT  SilLARIES                                             APPROPRIATIONS  SXPEHDUVRES 

Equipment                                                                7,175.00  s^      6,2U.35 

FixDd  Charges                        602.00  591.50 

Salary  Survey                      17,951.00  l6,U3.ii6 

Firomcji  &  Policeman  Examinations       18,577.00  18^386.75 

Reimbursement  of  Training  Expense         _  _ 

E.D.P.  -  Integrated  Personnel  System    120,522.00  *  120,522.00 

*  Funds  transferred  to  Controller 

Supplemental  Appropriation  Requests  approved  and 
included  in  above-indicated  amounts: 

Classification  Survey  $   8,111.00 

Fireman  &  Policeman  Examinations  8,577.00 

Salary  Survey  3,951.00 

Temporary  Salaries  AO.. 000.00 

VII.  PRIMARY  ACCOMPLISHMENTS 

The  final  draft  of  the  Employer-Employee  Relations  Ordinance  to 
conform  to  the  Meyers-J4ilias-Brown  Act  has  been  presented 
to  the  Board  of  Supervisors  and  will  bo  scheduled  for  a 
coDEiittee  hearing  soon. 

SALARY  STANDARDIZATION  SURVEY 

The  completion  of  the  survey  of  uniformed  positions  in  the 
Police  Department  that  will  be  filled  by  civilian  personnel. 

MAJOR  PROBLEMS 

Implementation  of  the  Meyers-Milias-Brown  Act  for 
collective  negotiation. 

Maintenance  and  updating  of  a  city-wide  classification 
plan  caused  by  the  yearly  increase  in  number  of 
classifications. 

350  to  4-00  examination  backlog. 
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SOLUTIONS  TO  PROBLEMS 

City-wido  clasGificaticn  naintennnce  progran  can  be 
solved  by  porsonnol  increases  of  approxinately  50p 
in  technical  staff. 

Examination  backlog  can  be  reduced  by  additional  staffing 
and  by  airiendment  to  the  Charter  eliminating  employees' 
protest  periods  vfhich  consuiro  between  15  c-nd   205^  of 
professional  staff  time  handling  protests  and  appeal 
matters . 


VIII.  SUMI4;jg 

In  the  Annual  Report  for  fiscal  year  1968-69 >  the  following 
summary  statement  was  made; 

"The  ever  increasing  volume  of  work  and  demand  for 
ser-vices  has  developed  a  backlog  in  all  sections 
of  the  Commission  thit  now  reflects  most  difficult 
conditions.  Payroll  Auditing;  Certifications, 
RecT^aitnont  and  Examinations.  Management  and  Employee 
Services  J  all  are  unable  to  properly  function  under 
the  sti'ess  of  insufficient  personnel  to  meet  current 
work  loads  and  critical  backlogs  have  developed. 

The  serious  understaffing  of  this  office  was 
indicated  in  our  annual  budget  request  in  pointing 
out  that  in  the  City  and  County  of  San  Francisco 
one  emplo^'ee  in  personnel  functions  services  376 
agency  employees.  This  is  the  largest  load  imposed 
by  any  govcmiiiental  jurisdiction  in  California. 

This  office  vdll  continue  to  concern  itself  with 
the  problem  of  implementing  staff  to  levels  which 
vdll  make  it  possible  to  adequately  perform  our 
proper  and  required  functions." 

We  vdsh  to  emphasize  that  the  situation  this  year  has  in  no  way 
been  lessened.,  but  the  problems  and  the  consequent  need  for  resources  to 
meet  the  problems  are  ever  increasing  and  becoming  more  aggravated. 


Verj'  truly  yours, 

CIVIL  SERVICE  C01.MSSI0N 


iU 


Harry  Albert 

Acting  General  Manager,  Personnel 
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Amendments  to  facilitate  modern  personnel  operations, 

1)  Electronic  Data  Processing  Conversion, 

2)  Sick  Pay  and  Vacation. 

3)  Civil  Service  Commission  Rules, 

U)   Salary  Standardization  Ordinance  Amendment  -  Deleting  sub-entrance 
rates, 

K,  Eiqaloyee  Handbook 

L.  Enployment  Programs  For  the  Disadvantaged, 

1)  Emergency  Employment  Act 

2)  Youth  Training  Program 

II 


IV,  PROBLEMS  TO  EFFECTIVE  PERSONNEL  MANAGEMENT. 

A.  EFFECTS  OF  INCREASED  LITIGATION. 

1)  Costs  involved. 

2)  Staff  time  consumed. 

3)  Fire  Safety  Technician,  Betner  and  Muni  Case. 

B.  PROBLEMS  RESULTING  FROM  BUDGET  RESTRICTIONS. 

1)  Staffing 

2)  Facilities 

3)  Equipment 

A)   Staff  Training 

C.  PROTESTS. 

1)  General  statement  of  out-dated  charter  provisions. 

2)  Effect  of  provisions  on  staff  and  Commission  resoxirces. 

3)  Examples. 

V.  NEW  EMPHASIS  IN  COMMUNICATION. 

A.  GENERAL  MAl^IAGER,  PERSONNEL  MEETING  WITH  DEPARTMENT  HEADS. 

B.  GENERAL  MAl^GER,  PERSONNEL  AND  STAFF  MEETINGS  WITH  LABOR  GROUPS. 

C.  GENERAL  MANAGER,  PERSONIM.  REGULAR  MEETINGS  WITH  STAFF. 

D.  GENERAL  MANAGER,  PERSONInEL  ADDRESSING  TRAINING  CLASS  OF  CITT  EMPLOYEES. 

E.  STAFF  PARTICIPATION  IN  PROFESSIONAL  CONFEREICES. 

F.  WORKING  CLOSELY  'rflTH  BOARD  OF  SUPERVISORS,  PARTICULARLY  LEGISLATIVE 

AND  PERSONNEL  COMMITTEE. 

G.  REVISED  COMMISSION  CALENDAR  PROCEDURE. 

H.   REMOVING  ROUTINE  ITEMS  FROM  CIVIL  SERVICE  COMMISSION  CALENDAR. 


Ill 


VI.   GOALS. 


A.  CHARTER  REVISION  . 

1)  Reactivate  Charter  Revision  Committee, 

2)  Hearing  Officer. 

3)  Rule  of  One. 

4.)  Inspection  and  Protest  Procedures  Governing  Examinations. 
5)  Expansion  of  Commission  to  Five  Members. 

B.  CIVIL  SERVICE  COMMISSION  RULES. 

1)  Reactivate  Rule  Revision  Committee 

2)  Amending  Waiver  Provisions. 

3)  Revising  Grievance  Procedure. 

C.  CONVERSION  TO  ELECTRO fJIC  DATA  PROCESSING  CITY-WIDE. 

1)  Management  information. 

2)  Form  revision, 

D.  EXPANSION  OF  TRAINING  PROGRAM. 

E.  REORGANIZATION  OF  PERSONNEL  DEPARTMENT. 

F.  INVESTIGATION  OF  THE  DUPLICATION  OF  SERVICES  PROVIDED  BY  VARIOUS 

CITY  DEPARTMENTS. 

G.  IN  DEPTH  RESEARCH  FOR  MERGING  HEALTH  SYSTEM,  RETIREMENT  SYSIEl-I  MD 

CIVIL  SERVICE  COMMISSION  INTO  ONE  DEPARTl-EOT  TO  BETTER  SERVE 
EMPLOYEES. 

H.   RESEARCH  AND  PREPARATION  IN  ANTICIPATION  OF  TRENDS  IN  WORKING 
COI©ITIOi;S  AND  BENEFITS. 

1)  Reduction  of  hours. 

2)  Health  Service  System  increased  benefits. 

3)  Retirement  increased  benefits. 


IV 
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I.  DEFINITION  OF  CIVIL  SERVICE  COMMISSION  RESPONSIBILITIES. 

A.  CHARTER  SECTIONS  8.310  AND  3.661. 

The  Civil  Service  Commission  by  Charter  is  the  employment  and  personnel 
department  of  the  City  aiid  County  and  determines  appointments  on  the  basis  of  merit 
and  fitness,  as  shown  by  appropriate  tests.  The  Civil  Service  Commission  classifies 
and  reclassifies  all  places  of  enployment  in  the  departments  which  are  not  specifi- 
cally exen^ated  by  Charter  in  accordance  with  duties  and  responsibilities  of  the 
en^jloyment  and  the  training  and  experience  reqiiired. 

B.  OUR  RESPONSIBILITIES  STEMMING  FROM  CHARTER. 

Derived  from  the  charter  provisions  is  the  concept  that  the  Civil 
Service  Commission  is  a  service  department.  The  staff  operations  and  actiArities 
are  now  carried  out  under  the  designation  of  Personnel  Department  to  distinguish 
this  work  from  the  Civil  Service  Commission  itself,  whose  role  is  that  of  a  policy 
making  and  review  board.  Our  major  responsibility  is  to  render  service  to  the 
departments  and  to  employees.  In  rendering  such  service,  the  Personnel  Department 
continually  provides  new  programs  and  procediires  to  meet  the  dynamic  changes  in 
society,  the  community  and  federal  and  state  legislation. 

II.  AVAILABLE  RESOURCES  FOR  FULFILLING  RESPONSIBILITIES. 

A.   BUDGET. 

The  budget  allowance  for  the  Personnel  Department  for  the  current 
fiscal  year  is  as  follows: 

a.  Permanent  salaries $928,123 

b.  Temporary  salaries 90,128 

c.  Contractual  services 43,6^0 

d.  Police  and  Fire  Examination 

Fund 15,750 

e.  Salary  survey 15,750 

f.  Actuarial  Evaluation 8,000 

g.  Overtime 1,800 

h.  Equipment,  material  supplies 

and  facilities 17,053 

A  review  of  the  available  information  on  staffing  for  nine  other 
public  jurisdictions  in  California  shows  that  the  San  Francisco  Personnel  Department 
has  the  lov^est  number  of  staff  engaged  in  personnel  functions  in  relation  to  the 
total  number  of  enployees. 

Current  ratio  for  San  Francisco l;34-3 

Los  Angeles  County 1 :  166 

None  of  the  other  jurisdictions  had 

more  than 1: 237 
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A  maxinmin  effort  Is  being  made  within  the  budget  limitations,  with  avail- 
able staff  including  temporary  employees.   Numerous  innovating  programs  have  been 
put  into  operation.  These  programs  are  described  later  in  this  report. 

The  department  is  most  desirous  of  clearing  up  problem  areas,  so  that 
programs  can  be  serviced  on  a  current  basis  with  consequent  benefits  accruing  to  the 
various  departments  in  effectiveness  and  in  the  employee  morale.  With  additional 
staff,  these  many  areas  could  be  effectively  serviced.  For  example,  the  examination 
backlog  on  which  a  massive  effort  is  currently  being  made,  could  be  cleared  up. 

As  regards  the  professional  staff,  previously  it  was  separated  into  two 
classification  series,  one  for  Recruitment  and  Examinations  and  one  for  Classi- 
fication and  Pay.  There  were  six  classifications  in  each  area, 

A  review  of  the  situation  indicated  that  a  number  of  changes  had 
occurred  in  major  areas  of  public  personnel  administration  in  recent  years.  In- 
novative and  spe  clalized  employment  programs  have  been  developed  and  implemented 
in  such  fields  as  Public  Health,  New  Careers,  Youth  Training,  Disadvantaged 
Hiring,  Model  Cities,  Electronic  Data  Processing,  Social  Services  and  City 
Planning. 

The  Commission  therefore  has  taken  action  consolidating  the  two  areas  of 
enphasis,  reducing  the  twelve  classifications  to  six.  The  current  classifications 
thus  feature  the  generalist  concept.  Professional  personnel  will  perform  in  all 
areas  of  personnel  administration.  Flexibility  of  assignment  will  allow  maximum 
utilization  of  staff,  with  more  effective  service  to  the  city  departments,  to  the 
enployees  and  to  the  public, 

III.  MAJOR  PROGRAMS  TO  SERVICE  DEPARTMENTS  AND  EMPLOYEES. 

A.  AFFIRMATIVE  ACTION  POLICY. 

The  Civil  Service  Task  Force  on  minority  employment  is  composed  of 
members  of  the  Human  Rights  Commission  staff,  the  Civil  Service  Commission  staff, 
employee  representatives,  and  members  of  various  minority  communities.  Following 
notification  that  the  United  States  Department  of  Health,  Education  and  Welfare 
would  require  an  affirmative  action  program  for  health  and  welfare  agencies  by  July 
1972,  the  Task  Force  developed  proposals  and  held  meetings  directed  to  this  purpose. 
It  was  decided  that  the  policy  statement  would  be  made  applicable  to  all  employ- 
ments, not  just  those  mandated  by  HEW, 

Following  several  hearings,  the  Task  Force  submitted  its  proposal 
to  the  Human  Rights  Commission  and  to  the  Civil  Service  Commission  for  approval. 
The  policy  statement  thus  approved  became  applicable  shortly  after  the  close  of  the 
fiscal  year. 

The  Civil  Service  Commission  in  adopting  this  policy  statement 
noted  that  It  is  merely  formalization  of  long  standing  policy.  It  has  been  our  goal 
for  maiy  years  to  achieve  equal  opportunity  for  all  groups  of  the  citizenry  in 
eiqjloyment.  That  this  long  term  policy  has  been  successful  is  demonstrated  hy   the 
one  percent  per  year  Increase  in  minority  employees  since  the  first  racial  and  ethnic 
survey  was  made  in  I964.. 
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B.  SALARIES. 

1)  Police  and  Fire 

The  Civil  Service  Coinraission  staff  conducts  a  survey  of  all 
California  cities  with  a  population  of  100,000  or  more,  covering  the  rates  of  com- 
pensation paid  Policemen  and  Firemen  employed  by  these  cities.  This  survey  is 
reported  to  the  Civil  Service  Commission  who  then  certify  rates  to  the  Board  of 
Supervisors  in  February,  The  staff  also  includes  in  its  report  any  additional  rates 
of  pay  paid  to  members  of  the  Police  Department  assigned  to  two-wheel  motorcycle 
traffic  duty  in  the  respective  Police  Department  of  all  cities  in  the  siirvey. 

This  procedure  is  repeated  in  August  and  the  Board  of  Supervisors 
thereupon  set  the  rate  of  compensation  paid  Policemen  and  Firemen  in  regular 
service  in  the  cities  included  in  the  certified  report  of  the  Civil  Service 
Commission, 

For  the  year  1972-73,  the  Civil  Service  Commission  included  in  its 
survey  nineteen  (19)  California  cities  which  met  the  Charter  requirement  of 
100,000  population, 

2)  Municipal  Railway  Carmen 

The  Civil  Service  Commission  staff  conducts  a  survey  of  street 
railway  and  bus  systems  in  the  United  States  operating  primarily  v/ithin  the  munici- 
palities having  a  population  of  not  less  than  500,000,  and  each  such  system 
normally  en5)loying  not  less  than  4-00  platform  employees  or  coach  or  bus  operators. 
The  Comid-ssion  then  certifies  to  the  Board  of  Supervisors  the  average  of  the  two 
highest  wage  schedules  in  effect  on  July  1  for  con^sarable  platform  employees  in  the 
systems  certified  in  the  report.  The  Board  of  Supervisors  thereupon  fixes  a  wage 
schedule  which  shsill  not  be  in  excess  of  the  average  of  the  two  highest  wage 
schedules  so  certified  by  the  Civil  Service  Commission . 

For  the  year  1972-73,  the  survey  certified  by  the  Civil  Service 
Commission  showed  that  the  Massachusetts  Bay  Transportation  Authority  and  the 
Chicago  Transit  Authority  paid  the  highest  rates  for  platform  personnel  as  of  Jioly  1, 
and  the  aversige  of  the  two  was  $5,32  per  hour.  The  Transport  Workers'  Union, 
Local  250A,  has  taken  exception  to  the  validity  of  the  survey  and  has  filed  a 
coD^jlaint  in  the  Superior  Court  of  the  State  of  California,  This  suit  is  still  under 
litigation  but  a  decision  is  expected  soon, 

3)  CraTts 

The  wages  of  craft  en^jloyees  engaged  in  the  City  and  County  sei'vice 
are  established  by  the  rates  of  pay  under  collective  bargaiidng  agreements  in  private 
industry  and  such  rate  is  generally  prevailing  and  paid  in  San  Francisco, 

The  Civil  Service  Commission  on  or  prior  to  April  1  of  each  year 
certifies  to  the  Board  of  Supervisors  rates  of  pay  generally  prevailing  for  crafts 
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in  city  en^jloyment.  The  Board  of  Supervisors  by  Ordinance  adopts  these  rates  to  be 
paid  effective  July  1  following. 

The  Civil  Service  Commission  on  or  before  the  second  Monday  of  July 
reviews  all  craft  rates  and  reports  to  the  Board  of  Supervisors  any  modifications. 
The  Board  of  Supervisors  by  Ordinances  later  than  July  25  revises  all  craft  rates 
and  such  amendments  are  retroactive  to  July  1  for  payment. 


C,  BENCH  MARK. 

During  the  1972-73  salary  standardization  committee  hearings  the 
Legislative  and  Personnel  Committee  of  the  Board  of  Supervisors  submitted  two 
reports  -  the  majority  report  and  the  minority  report  -  to  the  full  board.  In  both 
reports,  dated  Iferch  6,  1972,  the  members  agreed  that  the  Civil  Service  Commission 
should  inplement  a  bench  mark  type  approach  to  salary  standardization  for  the  fiscal 
year  1973-74-.  The  Civil  Service  Commission  staff  started  in  late  March  of  this 
year  to  lay  the  groundwork  for  the  inplementation  of  a  bench  mark  type  system  for 
the  coning  year. 

Initially,  the  staff  had  discussions  with  various  public  jurisdictions 
on  the  bench  mark  procedure.  We  learned  that  all  major  public  jurisdictions  use 
the  bench  mark  system  with  slight  variations  to  adjust  to  their  own  individual  prob- 
lem areas.  In  each  case,  we  found  that  the  bench  mark  system  worked  well,  and  the 
various  jurisdictions  had  no  complaints  with  the  system  as  such.  With  this  back- 
ground, the  staff  proceeded  to  take  active  steps  in  the  development  of  the  system. 

Our  first  step  was  to  list  all  classifications  whose  salaries  are 
established  under  Sections  8,400  and  8.401  of  the  Charter,  We  then  grouped  into 
"f ami3j.es",  those  occupations  which  are  similar  in  nature  or  had  some  other 
characteristic  which  indicated  that  these  classes  were  "related".  Prom  each  of  these 
groups,  one  classification  was  selected  as  the  bench  mark  class.  The  criterion  used 
was  the  case  of  conparing  this  bench  mark  classification  with  similar  classifications 
in  other  agencies.  An  exanple  of  an  occupational  grouping  would  be  Professional 
Engineers,  with  Junior  Civil  Engineer  as  the  bench  mark  classification. 

With  this  type  of  preliminary  breakdown,  the  staff  developed  a  large 
chart,  for  reference  purposes,  showing  each  classification  by  occupational  group- 
ing and  by  salary  level  for  an  overall  view  of  the  salary  structure  of  classifi- 
cations whose  rates  of  pay  are  established  by  Sections  8,4.00  and  8,4.01  of  the 
Charter.  After  some  adjustments  a  Work  Book  was  printed.  Each  page  of  this  Work 
Book  shows  these  groupings  with  the  proposed  bench  mark  class  clearly  marked.  These 
pages  graphically  demonstrate  the  salary  relationship  of  the  classes  which  are  in 
the  same  occupational  groupings. 

Class  specifications  for  these  selected  bench  mark  classes  were  sent 
to  the  personnel  offices  of  the  eight  county  governments  for  comparison  vdth  their 
current  job  specifications,  A  response  has  been  received  from  each  jurisdiction, 
and  our  classification  staff  is  currently  studying  the  con^sarisons  received  to  insure 
correct  allocations.  Personal  visits  have  eilready  been  made  by  the  staff  to  the 
East  Bay  jurisdictions  involved.  On  July  3,  1972,  a  letter  together  with  a  copy  of 
the  Work  Book,  invited  appointing  officers  to  participate  in  a  meeting  with  the 
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General  M^ma^er,  Personnel  to  discuss  the  bench  mark  concept  and  its  inplenientation. 
All  participants  were  invited  to  submit  their  views  in  writing  on  any  changes:  l)  in 
the  bench  mark  classification  if  they  felt  that  a  better  classification  was  avail- 
able; 2)  in  moving  a  classification  from  one  family  group  to  another,  and  3)  in  the 
salfiiry  relationships  of  classes  within  any  group. 

Responses  were  received  and  analyzed  by  the  staff  restilting  in  some 
changes  being  made  in  the  bench  mark  classification  and  family  relationships.  The 
revised  Work  Books  are  in  the  process  of  being  distributed.  Not  all  requests  for 
changes  were  f\illy  evaluated  initially.  Some  requests  require  more  detailed  study 
before  any  decision  can  be  made.  Any  request  for  a  change  in  salary  relationships 
was  filed  for  consideration  at  a  later  date  when  normal  salary  recommendations  are 
to  be  made* 

Appointing  officers  will  be  given  an  additional  opportoinity  to 
study  relationships  and  submit  further  comments.  Meetings  have  been  scheduled  for 
discussions  with  employee  group  representatives  in  order  that  we  can  develop  a 
system  which  will  be  mutxxally  acceptable. 

Should  the  Board  of  Supervisors  direct  the  Civil  Service  Commission 
to  conduct  a  survey  of  prevailing  rates  of  pay,  the  staff  will  be  ready  to  perform 
this  function  and  report  its  findings. 


D,  CLASSIFICATION, 

Position  classification  is  the  basic  management  took  in  personnel 
administration.  It  is  the  process  of,  first,  identifying  jobs  and  ascertaining  the 
nature  of  their  duties,  responsibilities  and  resultant  qualification  requirements 
and,  second,  grouping  these  jobs  into  "classes"  on  the  basis  of  their  similarity  in 
these  respects.  Class  specifications  are  then  written  to  define  the  boundaries  and 
basic  characteristics  of  each  class.  This  process  makes  it  possible  to  provide  like 
treatment  to  similar  positions  in  recruitment,  exaad nation,  pay,  training  and  other 
aspects  of  personnel  administration. 

The  Classification  Plan  is  a  reflection  of  the  organization  and,  as 
such,  it  changes  with  changes  in  the  City  and  Cotmty  service.  During  the  last 
year,  this  office  was  involved  in  the  following  major  classification  studies. 

At  regular  meetings  during  fiscal  year  1971-72,  the  Civil  Service 
Commssion  resolved  requests  for  reallocation  of  positions  resulting  from  the 
General  Classification  Survey.  As  of  July  1,  1972  there  remained  in  the  former 
classification  plan  4-6  classes  which  included  186  employees.  The  former  classifi- 
cations are  being  eliminated  by  the  Civil  Service  Commission  as  such  positions  are 
vacated. 

In  addition,  the  Commission  acted  upon  classification  matters  which 
have  been  brought  to  its  attention  since  the  adoption  of  the  General  Classification 
Survey,  During  the  fiscal  year  numerous  positions  were  reclassified.  Also  many 
new  positions  approved  by  supplemental  appropriations  were  classified. 

The  following  major  classification  activities  were  undertaken  by  the 
Classification  Section: 
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1)  A  classification  study  of  all  Civil  Service  classes  was  conducted 
with  the  intention  of  consolidating  specialized  classes  where  feasible.  To  date  a 
total  of  61  sepeirate  classifications  were  consolidated  into  25  classes,  a  net 
reduction  of  36  classes. 

2)  During  the  past  fiscal  year,  the  staff  continued  its  siu-vey  of  all 
engineering  and  drafting  positions  throughout  the  City  and  Coiinty  service.  New 
class  specifications  have  been  developed  for  the  drafting  series  including  a  retitling 
to  Engineering  Assistant  and  Engineering  Associate,  The  new  titles  and  revised 
specifications  more  accurately  reflect  the  duties  and  responsibilities  of  these 
positions. 

3)  The  staff  classified  A7  new  positions  for  the  Model  Cities  Program, 
Citizens'  Participation  Con^^onent.  These  positions  provide  staff  services  for  the 
Bayview-Hunters  Point  hfodel  Cities  Program. 

U)   The  staff  classified  6  new  positions  to  staff  the  Mayor's  Manpower 
Planning  and  Research  Unit.  Staffing  of  this  unit  had  been  handled  iinder  personal 
services  contracts.  This  action  brought  the  positions  into  the  regiilar  Civil  Service 
system, 

5)  The  Civil  Service  staff  surveyed  the  Food  and  Environmental 
Health  Inspection  series  in  the  Department  of  Public  Works.  This  action  resulted  in 
several  new  classes  titled  Environmental  Health  Inspectors,  These  changes  were  made 
to  give  San  Francisco  classes  in  the  field  of  environmental  health  similar  desig- 
nations to  that  used  in  other  jurisdictions  througho\:t  the  State. 

6)  The  Civil  Service  staff  surveyed  various  classes  in  the  personnel 
series.  Several  classes  in  the  examination  and  the  classification  divisions  were 
consolidated.  This  allowed  for  greater  flexibility  in  assigning  staff  in  the 
Personnel  Department. 

In  summary,  during  the  fiscal  year  the  Management  and  Bnployee 
Services  Division  reviewed  the  duties  of  positions  and  recommended  classification 
actions  as  follows: 

New  positions  classified  in  1971-72  Budget I46 

Salary  Ordinance  Amendnsnts  submitted 56 

New  classes  established 39 

Class  specifications  amended. 32 

Classes  consolidated 61 


III,  ACCELERATION  OF  EXAMINATION  PROGRAM, 

E»  The  following  memorandum  prepared  by  John  J.  Walsh,  Division  Manager, 
Personnel,  outlines  a  major  change  in  o-oi   appointment  procedure. 
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"SUBJECT:   Status  of  Examination  Program  As  It  Affects  Limited  Tenure 
Appointments, 

The  following  summary  of  examination  activities  reflects  the 
decrease  in  limited  tenure  appointments  for  City  and  County  classifications: 


PROHIBITION  OF  igW  LIMITED  TENURE  APPOIJITISNTS 
IN  SELECTIVE  CLASSIFICATIONS  EFFECTIVE  AUGUST  22.  1Q72 

Commencing  August  22,  1972,  limited  tenure  appointments  for  4.9 
classifications  are  no  longer  authorized,  Ciirrent  and  fut-ure  appointments  to  these 
classifications  will  be  made  through  the  Imnediate  (daily)  Testing  Program  of  the 
Recruitment  and  Examination  Division  of  the  Personnel  Department.  A  series  of 
examinations  has  been  inaugurated  since  August  22,  1972,  for  these  49  classifi- 
cations which  will  result  in  a  series  of  eligible  lists  so  that  City  and  County 
departments  may  obtain  the  services  of  appointees  from  regTilarly  established 
eligible  lists. 

In  December  1971,  1,150  limited  tenure  employees  in  both  permanent 
and  teii5)orary  positions  were  employed  in  these  49  classifications.  The  majority  of 
eligible  lists  for  the  Imnediate  Testing  Program  will  be  published  in  October  of 
1972,  Subsequently,  weekly  or  bi-weekly  lists  will  continue  to  be  published  for 
those  classifications  where  the  needs  of  the  service  demand  a  continuance  of  the 
daily  program. 

II 

REVISION  OF  CIVIL  SERVICE  COMI-ilSSION  RULES  AS 
IT  AFFECTS  THE  EXAMIIATIO::  PROGRAM 

A.  The  Civil  Service  Commission  rule  change  which  has  had  the  greatest 
impact  on  the  exaraLnation  program  and  allowed  the  inplementation  of  the  Imnediate 
(daily)  Testing  Program  concerned  the  elimination  of  key  protests  on  examinations 
which  have  been  designated  as  Immediate  Testing  classifications.  In  the  absence  of 
such  protest  periods,  eligible  lists  are  published  without  any  undue  delay  and 
appointments  can  be  made  from  the  eligible  lists. 

Another  policy  decision  by  the  Civil  Service  Commission  which 
affects  and  reduces  the  number  of  limited  tenure  employees  and  more  in^iortantly  allows 
en^iloyees  in  'dead  end'  classifications  to  participate  in  the  examination  process  has 
also  been  implemented.  In  prior  years,  promotive  examinations  would  designate 
specific  next  lower  rank  classifications  and  only  permanent  employees  in  those  classes 
could  conpete  in  the  particular  examination.  This  process  generally  generated 
protests  from  employees  in  other  City  classifications  who  wished  to  participate  in 
the  promotive  examination. 


L 
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B.  Of  the  158  promotive  exandnations  annoiinced  during  tliis  ciirrent  colendgir 
year,  approxi mately  22  per  cent  allowed  permanent  City  employees  who  are  not  in 
specific  ne:ct  lower  ranlcs,  but  who  are  otherwise  qualified  to  participate  in  these 
examinations.  This  policy,  which  broadens  the  scope  of  proBotlve  participation,  also 
has  the  effect  of: 

1)  Reducing  the  numbers  of  protests  for  promotive  participation. 

2)  Results  in  the  establishment  of  eligible  lists  at  an  earlier 

date. 

3)  Results  in  the  appointment  of  eligibles  from  those  lists  to 

replace  limited  teniore  employees  with  regular  Civil  Service 
eligibles  (in  some  cases,  limited  tenure  employees  replace 
themselves  from  the  lists). 

Ill 

REVISION  OF  EXAMINATIOII  F0RI»1AT 

All  examinations  related  to  the  Imnediate  (daily)  Testing  Program 
have  been  reviewed  and  geared  to  totally  relevant  job  or  job  aptitude  content. 
Generally,  it  was  an  elimination  of  excessive  questions  which  were  also  related 
to  job  content  but  which  were  basically  testing  for  the  same  job  skills.  The 
reduction  in  the  nximber  of  questions  in  specific  examinations  has  also  reduced  the 
number  of  protests  resulting  in  the  establishment  of  eligible  lists  at  an  earlier 
date. 

The  Recruitment  and  Examination  division  of  the  Personnel  Department 
has  also  made  a  positive  recruitment  effort  to  obtain  a  broad  spectrum  of  community 
representatives  on  its  OreJL  Qualifications  Appraisal  Interviev/  boards.  This  has 
proved  beneficial  in  allaying  the  fears  and  reducing  the  protests  from  minority 
examination  participants, 

IV 

STATISTICAL    SUI■I^JmY    Oy   Ji^T.TrrTRT.V.   T.TKT.q    A.q   TT 

AFFECTS  CITIHENT  AI^  FUTURE  LIMITED  TEI'IURE  APPOIIvTIErfrS 

The  end  ;"roduct  of  all  Examination  Division  activities  is  eligible 
lists.     The  following  is  a  six-month  summary  of  the  number  of  eligibles  noi;  appear- 
ing on  regular  Civil  Service  eligible  lists  established  during  1972  as  coi[5;?red  to 
the  same  six-month  period  in  1971: 


I 


0223:        2222 


January 

185 

665 

February 

182 

3^5 

harch 

4U 

6A0 

April 

315 

83 

May 

213 

295 

June 

2JJ. 

475 

Totals 

U83 

2513 
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In  large  measxire,  the  increase  in  ellgibles  can  be  attributed  to  the 
updating  and  modernization  of  the  Civil  Service  Comnission  Rtiles  and  the  revision  and 
updating  of  the  examination  techniques  used  during  1972,  Also  the  elimination  of 
outdated  minimom  requirements  for  entrance  examination  participants  has  contributed 
to  a  larger  number  of  participants  in  our  program  than  we  have  had  in  previous 
years.  All  of  these  factors  are  related  to  the  increase  in  productivity  in  terms  of 
number  of  qualified  eligibles  on  Civil  Service  lists. 


SWIMARY 

The  Civil  Service  Commission  has  accomplished  these  gains  without 
any  increase  in  staff  and  actually  a  reduction  in  temporary  salaries;  however,  the 
maintenance  of  this  examination  program  is  in  severe  jeopardy.  Not  only  were 
temporary  salaries  cut  back  but,  because  of  the  EEA  freeze,  the  Examination  Division 
has  lost  7  personnel  wliich  have  been  working  with  the  examination  program  since 
JanTiary  of  this  year.  The  permanent  and  temporary  staff  of  the  Recriiitment  and 
Examination  division  is  to  be  commended  for  their  efforts  \inder  these  budgetary 
restrictions.  The  absence  of  replacement  personnel  vfill  not  only  jeopardize  the 
regular  Civil  Service  examination  program  but  also  will  interfere  with  the 
Immediate  (daily)  Testing  Program, 

The  examination  program  has  also  been  assisted  by  the  'good  faith' 
meet  and  confer  sessions  \-rith.   employee  representatives,  departmental  represent- 
atives and  community  representatives  which  are  held  prior  to  the  initiation  of  most 
exami:iation  announcements.  These  sessions  usually  result  in  the  allowance  of 
long-time  limited  tenure  employees'  participation  in  the  examination.  They  also 
assist  us  in  eliminating  protests  to  the  terms  of  the  examination  announcements 
prior  to  their  publication.  This  eliminates  again  formal  protest  hearings  by  the 
Civil  Service  Commission  with  resultant  delays  in  the  publication  of  eligible  lists. 

Attached  is  a  summary  of  the  Recruitment  and  Examination  Division 
activities  through  August  31,  1972,  in  addition  to  the  number  of  permanent  and 
terporary  certifications  made  from  regular  Civil  Service  eligible  lists  for  the 
same  period, " 
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RECRUIThE^T  MP  EXAMINATION  DIVISION 
EXAMflNATIQN  PROGRAM  SUMMARY 
TI-IROUGH  AUGUST  31.   1972 


TotoJ 

Promotive 

Entrance 

Examination 

announcements 

published 

in  August 

83 

16(h) 

67(i) 

n 

n 

n 

"  July 

23 

U(f) 

9(g) 

II 

n 

"  June 

50(e) 

39(e) 

11 

11 

n 

"  May 

3A(d) 

U 

20 

n 

n 

"  April 

35(c) 

17 

18 

n 

n 

"  March 

30(a) 

16 

U 

n 

w 

"  February 

28 

17 

111 

n 

ti 

"  January 

28 

?5 

2 

TOTALS 

311 

158 

153 

Number  of  vacancies  in  classes  represented: 


Permanent 

Temporary 

Total 

Vacancies 

Vacancies 

By  August  announcements 

68 

22 

46 

"  July 

n 

37 

25 

12 

"  June 

It 

134 

100 

34 

"  May 

n 

IBA 

64 

120 

•'  April 

It 

76 

49 

27 

"  March 

It 

180 

99 

81 

"  February 

II 

256 

86 

170 

"  January 

N 

TOTALS... 

128 
....    1,063 

83 
528 

45 

535 

Entr. 

Total 

No, 

of  Elie.  Pr 

omiists 

Lists 

Rli^blft  Ti.stR 

posted  ; 

in 

August 

2A 

431 

5 

19 

n       II 

II 

n 

July 

21 

543 

2 

19 

II       II 

II 

n 

June 

22 

475 

9 

13 

II       II 

II 

II 

May 

24 

295 

9 

15 

n       n 

II 

II 

April 

12 

83 

- 

12 

n                 n 

II 

n 

March 

27 

6/i.0(b) 

12 

15 

n                 n 

II 

n 

February 

44 

345 

2S 

15 

II        It 

n 

II 

January 

26 

665 

_is_ 

18 

ncies  in 

c 

TOTALS, . . 

....      210 

3477 

osted: 

84 

126 

Number  of  vaca 

Lasses  for  which 

lists  have  been  p 

Total 

Permanent 

Temporary 

Vacancies 

Vacancies 

Vacancies 

1,487 

a)  Includes  two  re-issues:   Bl60  and  B152 

b)  Total  does  not  include  61  unranked  eligibility  on  d/f  lists 

c)  Includes  re-issues:   823S,   1314,   1336  and  9391 


786 


701 
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dj   Includes  re-issues:   3632A,   7316,   8318,   8322,   8323,   8322^,   83iiO,   8i^01,   8316,   8320,   8321 

e)  Includes  re-issues:   2905,    2907  and  17  classes  9100  Transportation  Series. 

f)  Includes  re-issues:   7300  Series  -  5  announcements;   7120 

g)  Includes  re-issues:    7300  Series  -  6  announcements;   8238  and  8260 
h)  Includes  re-issues:   1600  Series  -  U  announcemeni-s  and  2924 

i)   Includes  56  examination  announcements  -  immediate  testing 


APPOIIvTMEHTS 

AS  OF 

AUGUST  31.   ]972 


1972 

January 

February 

March 

April 

l4y 

Jime 

July 

Ax:igust 


No.   of  Permanent 

195 
229 
334 
17A 
137 
229 
82 
113 


TOTALS. 


1,493 


No,  of  Temper; 

:ry 

ifo 

.  Total 

97 

292 

117 

346 

59 

393 

32 

206 

120 

257 

no 

339 

224 

306 

289 

402 

1,048 


2,5a 


1)  AUTOMATIC  PASSING  SCORE. 

A  major  change  in  setting  passing  narks  on  examinations  was  intro- 
duced via  change  in  the  Rules.  Tlae  prior  Rule  was  iiiflexible  sjid  did  not  permit 
recognition  of  special  circumstances  pertaining  to  specific  examinations.  After 
considerable  study  "bj   the  Rxiles  Committee,  the  Rule  in  its  present  form  ;;as  drafted. 
The  new  procedure  serves  to  protect  candidates  taking  examinations  by  assuring  them 
eligibility  if  they  achieve  an  adequate  score, 

2)  MtraMUM  QUALIFICATIONS  CHANGE. 

The  minimum  qualifications  for  promotional  examinations  have  been 
subjected  to  intense  study  to  ascertain  that  they  achieve  their  intended  purpose.  In 
many  cases  it  has  been  possible  to  allow  all  employees  who  meet  certain  experience 
qualifications  to  take  promotional  examinations  without  regard  to  classification.  Under 
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the  former  procedure  many  eiiytloyees  were  barred  from  certain  promotional  fields  be- 
cause of  restrictive  next  lower  rank  requirements  and  were  locked  into  "dead  end" 
classifications . 

3)  TESTING  REVISION. 

Detailed  study  of  the  written  test  procedure  has  permitted  the 
division  to  shorten  tests  while  maintaining  quality.  This  has  the  effect  of  shortening 
the  test  development  time  and  of  allowing  candidates  to  concentrate  more  fully  on  the 
test  at  hand.  Long  tests  tend  to  penalize  candidates  by  requiring  too  long  a  period 
of  concentration. 

The  results  of  the  Griggs  vs.  Duke  Power  Company  Supreme  Goiirt 
decision  are  nov;  being  felt  in  the  testing  area.  That  decision  together  uith  other 
more  recent  decisions  mandate  that  all  phases  of  the  examination  process  be  relevant 
and  job-related.  In  addition,  Congress  in  March  1972  enacted  legislation  bringing 
governmental  jurisdictions  under  Title  VII  of  the  Civil  Rights  Act,  Thus  by  law 
we  must  continue  to  provide  relevant  and  job-related  testing  procedures  in  all  areas. 

The  staff  of  the  division  has  been  making  every  effort  to  meet 
these  new  legal  requirements,  although  the  principles  involved  have  been  in 
operation  in  our  testing  for  many  years.  Basically,  staff  must  insure  that  job 
analyses  are  up-to-date  and  that  tests  are  job-related  and  do  not  reject  a  dis- 
proportionate number  of  minority  applicants.  To  date,  testing  has  been  within  this 
framework  \rith   few  exceptions.  The  only  significant  exception  has  been  the  H2 
Fireman  examination,  which  was  ruled  invalid  in  Federal  Court.  A  new  examination  is 
now  being  prepared  v/hich  will  meet  legal  requirements, 

4)  COOTINUOUS  TESTING. 

The  continuous  testing  program  was  expanded  during  this  fiscal 
year,  l-bre  examinations  were  opened  on  a  daily  basis  to  permit  speedy  hiring  from 
Civil  Service  lists  and  consequent  reduction  of  limited  tenure  hiring.  Initially, 
49  classifications,  effective  August  22,  1972,  were  allocated  to  this  new  program. 
By  the  close  of  the  fiscal  year,  a  program  to  expand  continuous  testing  into 
immediate  testing  was  initiated  to  be  effected  in  the  new  fiscal  year, 

5)  IMMEDIATE  TESTIIJG  PROGRAM. 

On  August  22,  1972  the  Immediate  Testing  Program  was  inaugurated 
by  the  Civil  Service  Commission  under  the  direction  of  Donald  J.  Pistolesi, 
Principal  Personnel  Analyst,  On  that  date  55  announceraents  for  examinations  in 
various  classifications  were  issued.  A  series  of  examnations  for  these  classifi- 
cations was  planned  in  order  that  City  and  County  depajrtiments  could  obtain  the 
services  of  regular  permanent  probationary  appointees  and  temporary  appointees  from 
the  resultant  eligible  lists.  For  these  classifications  under  the  Immediate  Testing 
Program  no  new  limited  tenure  appointments  will  be  authorized. 

If  a  department  has  a  vacancy  in  a  classification  tinder  the 
Immediate  Testing  Program,  a  person  who  has  successfiilly  completed  the  examination  v;ould 
be  sent  as  a  provisional  enployee  until  the  eligible  list  is  posted  and  the  person 
replaces  himself  when  possible. 
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The  examination  announcements  that  were  Issued  August  22,  1972  pro- 
vided that  the  recipt  of  applications  could  be  closed  or  suspended  when  a  sufficient 
n\unber  of  applications  had  been  received.  This  allows  for  the  economy  of  testing 
whereby  you  can  test  a  sufficient  number  of  applicants  in  proportion  to  the 
vacancies  rather  than  testing  large  numbers  of  applicants  for  a  limited  number  of 
jobs. 

These  same  examination  announcements  provided  that  qualified  appli- 
cants would  report  in  person  with  their  applications  which  wovild  be  evaluated  and 
scheduled  immediately  for  written  tests  on  Tuesdays,  Wednesdays  and  Thursdays,  After 
a  person  had  takem  the  examination  his  examination  papers  were  scored  while  he  was 
still  in  the  testing  room.  He  would  be  told  immediately  whether  he  had  passed  or 
failed  and  be  able  to  verify  his  score.  Weekly  eligible  lists  would  then  be 
posted. 

The  immediate  testing  and  scoring  was  made  possible  only  because 
of  the  adoption  of  the  New  Civil  Service  Commission  Rules  effective  July  1,  1972, 
These  new  Rules  provided  that  inspection  privileges  v;ould  not  apply  to  examin- 
ations which  have  been  declared  by  the  Commission  as  continuous.  After  the  adoption 
of  the  rating  key  and  validation  of  the  test,  the  key  answers  should  not  be 
subject  to  inspection  and  appeal  procedures.  The  procedures  of  inspections  and 
appeals  have  been  a  monumental  in^iedlment  to  the  speed  establishment  of  eligible 
lists  based  on  relative  excellence.  Further,  these  ne\i   issued  Rules  established 
that  the  passing  mark  on  a  continuous  examination  would  be  70^  thereby  facilitating 
the  immediate  scoring  of  examinations  and  pronpt  results  to  the  applicant. 

Another  help  to  the  Immediate  Testing  i'rogram  in  the  i;,eyised  Civil 
Service  Commission  Rules  was  the  new  procedure  of  amending  examination  announce- 
ments in  regard  to  the  clerical  errors,  misprints  and  incorrect  wording.  Rather 
than  going  through  the  lengtly  procedure  of  reissuing  an  examination  am^puncement 
and  reopening  for  filing  of  an  application,  notice  would  simply  be  posted  on  the 
Bulletin  Board  of  the  Commission, 

The  Immediate  Testing  Program  has  also  made  use  of  shorter  more  job 
related  v/ritten  examinations  which  will  hopefiilly  pick  the  applicants  who  will  be 
successful  on  the  job  and  eliminate  those  who  cannot  perform  the  job  adequately. 
In  addition,  the  oral  qualifications  appraisal  boards  consisting  of  multiple 
members  has  been  replaced  by  a  single  person  in  many  cases.  This  results  in  the 
speedier  processing  of  examinations  \d.thout  sacrificing  quality  interviewing. 

When  these  examination  announcements  were  written,  much  thought 
went  into  the  revising  of  qualifications  vath  an  emphasis  toward  realistic  minimum 
requirements.  It  was  found  that  in  many  cases  a  written  examination  was  not  needed 
for  classes  requiring  state  licensing.  An  applicant's  qualifications  could  be 
judged  and  rated  better  by  a  review  and  evaluation  of  the  relevancy  and  recency  of 
their  experience  and  training. 

During  the  first  four  days  of  the  Imnediate  Testing  ^ropvrm,   approx- 
imately three  to  four  thousand  individuals  appeared  at  the  offices  of  Civil  Service. 
It  is  too  early  to  project  the  results  of  this  massive  testing  program  but  it  is 
expected  that  we  will  soon  be  able  to  supply  departi^nts  the  services  of  re-vular 
permanent  and  temporcjry  appointees  from  the  eligible  list. 
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It  is  expected  that  additional  classifications  will  be  ad  "ed  to  the 
Immediate  Testing  Program  prior  to  December  as  the  needs  of  the  service  warrant. 


PROHIBITION  OF  NEW  LIMITED  TENURE  APPOINTMENTS  IN  SELECTIVE  CLASSIFICATIONS 
EFFECTIVE  AUGUST  22,  1972  (IMMEDIATE  TESTING  PROGRAM) 


Coinmencing  August  22,  1972  limited  tenure  appointments  in  the  follow- 
ing classifications  vri.ll  not  be  authorized.  Appointments  to  these  clascifications 
will  be  made  through  the  IMMEDIATE  TESTING  PROGRAI^  of  the  Recruitment  and  Ej:amination 
Division  of  the  Personnel  Department,  A  series  of  examinations  will  be  inaugurated 
August  22,  1972  for  these  classifications  resulting  in  a  series  of  eligible  lists 
so  that  City  and  County  departments  may  obtain  the  services  of  regular  permanent 
probationary  appointees.  It  is  also  anticipated  that  eligibles  will  be  available  for 
temporary  appointments  from  the  resultant  eligible  lists. 

This  correspondence  serves  as  advance  notice  prior  to  the  irplement- 
ation  of  the  IMMDIATE  TESTING  PROGRAM  in  order  that  limited  tenure  employees  now 
servirg  in  these  classes  throughout  City  and  County  departments  are  advised  of  the 
opportunity  to  be  scheduled  for  an  examination  at  the  earliest  possible  time. 
Employees  under  limited  tenure  or  non-civil  service  appointrent  who  fail  to  partici- 
pate or  are  unsuccessful  test  participants  are  subject  to  immediate  replacement  by 
successful  candidates. 

Appointing  officers,  personnel  officers  and  employee  representatives 
should  give  this  notice  the  widest  possible  publicity  in  order  to  insure  that  all 
concerned  employees  are  informed  of  the  IMMEDIATE  TESTING  PROGRAM. 


Limited  Tenure  Appointments  Will  Not 
August  21,  1972. 

1A02  Junior  Clerk 

U04  Clerk 

14,22  Junior  Clerk  Typist 

U2A  Clerk  Typist 

Li.26  Senior  Clerk  Typist 

1430  Transcriber  Typist 

lAJtD   Medical  Transcriber  Typist 

1AA2   Jiinior  Clerk  Stenographer 

lAAA  Clerk  Stenographer 

1/(4-6  Senior  Clerk  Stenographer 

14.58  Legal  Stenographer 

14.64  Medical  Clerk  Stenographer 

1626  Junior  Account  Clerk 

1630  Account  Clerk 

1804  Statistician 

1914  Film  Serviceman 

2202  Dental  Aide 

2204  Dental  Hygienist 

2232  Senior  Physical  Specialist 


Be  Authorized  For  These  Classifications  After 


2233  Supervisor  Physician  Specialist 

2312  Licensed  Vocational  Nurse 

2320  Registered  Nurse 

234.0  Operating  Room  Nurse 

24.02  Laboratory  Helper 

24.20  Histology  Technician 

2i;24  X-Ray  Aide 

2426  X-Ray  Technician 

2430  Jfedical  Examinations  Assistant 

24.50  Pharmacist 

24.62  Microbiologist 

2556  Physical  Therapist 

2574  Clinical  Psychologist 

2602  Kitchen  Helper 

2614.  School  Lunchroom  Helper  (Female) 

2616  School  Lunchroom  Helper  (Male) 

2624  Dietitian 

2630  School  Limchroom  Cook 

2632  School  Lunchroom  Cook-Elementary 
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2634.  Cook  Manager,  Secondary  School 

2650  Cooks  Assistant 

265/;  Cook 

2672  Children  Center  Asst.  Housemother 

267-4  Children  Center  Housemother 

2750  Laundry  Utility  Worker 

2830  Public  Health  Nurse 

3616  Library  Technical  Assistant 

5277  Planner  I 

8234  Fire  Alarm  Dispatcher 

9102  Transit  Car  Cleaner 

Additional  classifications  will  be  added  to  the  I^D'1EDIATE  TESTH'G 
PROGRAM.  Appointing  Officers  will  be  notified  prior  to  December  1,  1972  vez^^rd- 
ing  the  ad  litional  classifications, 

CLASSES  FOR  WHICH  LIKE  TED  TEMURE  AUTHORIZATION  APPOHmEM'S 
WILL  NO  LONGER  3E  GRAIO'ED  (183  CLASSES). 

In  addition  to  those  classifications  subject  to  the  IM>EDIATE  TESTING 
PROGRAII,  new  limited  tenure  appointments  will  not  be  authorized  for  the  following 
classes: 


1232  Persoiinel  Examiner  2^32 

124.0  Assistant  Personnel  Analyst  2A.3A 

1252  Personnel  Analyst  2436 

1254  Senior  Personnel  Analyst  2542 

1270  Department;:!  Personnel  Officer  2548 

1272  Senior  Departmental  Officer  2636 

1410  Chief  Clerk  2637 

1428  Ward  Clerk  2704 

1450  Principal  Clerk  Stenographer  2714 

1452  Stenographic  Secretary  2736 

1466  Meter  Reader  2736 

1632  Senior  Account  Clerk  2738 

1634  Principal  Accovmt  Clerk  2740 

1824  Principal  Administrative  Analyst  2888 

1825  Management  Analyst 

I84O  Junior  Management  Assist-nt  2903 

I842  Management  AssistaJit  2903 

1844  Senior  Management  Assistant  2903 

1922  Senior  Inventory  Clerk  2910 

1924  Material  and  Supplies  Supervisor  2930 

1926  Senior  Materials  and  Supplies  2944 

Supervisor  2951 

1936  Senior  Storekeeper  2960 
2130  Emergency  Hospital  Service  Asst,  Supt, 

2342  Head  IJurse  Surgery  '  2962 

2344  Chief  of  Surgery  Nurses 

2429  Supervisor  X-Ray  Teclmician  II  2969 
2431  Chief  X-Ray  Technician 


Electrocardiograph  Technician 

St.  Electrocardiograph  Tech, 

Electroencephalograph  Tech. 

Speech  Therapist 

Occupational  Tlaerapist 

School  Lunchroom  Supervisor 

Food  Service  Asst.  Superv, 

School  Custodian  (Female) 

Janitor 

Porter  (Male) 

Porter  (Female) 

Porter  Sub-Foreman 

Porter  Foreman 

Program  Chief,  Mental  Health 

Services 
Eligibility  Worker 
Eligibility  Worker  (Spanish) 
Eligibility  Worker  (Cliinese) 
Social  Worker 
Psychiatric  Social  Worker 
Child  Welfare  Super'V'lsor 
Community  Services  Coordinator 
Rehabilitation  Center  Work 

Supervisor 
Rehabilitation  Center  Asst. 

M^i.nager 
Asst.  Director  Social  Service 

Program 
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2970  Director,  Administrative  Service  5252 

Dept,  of  Social  Services  5254- 

2971  Director,  Social  Service  Program  5256 
2984.  Employment  Representative,  Human  5258 

Rights  Commission  5258 

2994  Homemaker,  Child  Care  5258 

2994  Homemaker,  Care  of  Aged  5282 

3232  Assistant  Harbormaster  5292 

3285  Jxinior  Museum  Director  5297 

3288  Recreation  Area  Supervisor  5302 

33^2  Zoologist  5304- 

3402  Farmer  5305 

3548  Curator  of  Natural  Science  5350 

3550  Museum  E>diibition  Designer  5360 

3598  School  Aide  III  5364 

414-2  Senior  Right  of  Way  Agent  6112 

4224.  Principal  Personal  Property  Auditor  611,4 
4225  Asst,  Chief  Personal  Property  Auditor 

4.24.2  Sr.  Inheritance  Tax  Examiner  6122 
4244  Principal  Inheritance  Tax  Examiner 

4256  Real  Estate  Analyst  6124. 

4268  Asst.  Chief  Real  Property  Appraiser 

4269  Chief  Real  Property  Appraiser  6126 
4332  Asst,  Chief  of  Investments 

4334  Investigator,  Tax  Collector  624-2 

4346  Delinquent  Revenue  Asst.  Suprv.  6244 

4348  Delinquent  Revenue  Supervisor  624-8 

4376  Assistant  Tax  Collector  6250 

4380  Cashier,  Treasurer  6331 

4382  Senior  Cashier,  Treasurer  7152 

5112  Asst.  Director  of  Plan  Implementation  7202 

5134  Sewage  Treatment  Plants  Gen.  Supt.  7209 
5138  Hetch  Hetchy  Project,  Sup.  of  Oper. 

514-0  Hetch  Hetchy  Project,  Asst,  Gen.  Manager  7214 

5163  Water  Dept,  Asst,  Gen.  Manager,  A,D,  7215 

5164  Water  Dept,  Asst.  Gen,  Manager  &  Asst.  7216 

Chief  Engineer  7226 

5183  Asst.  Building  Inspection  Supt,  7236 

5184  Binlding  Inspe  ction  Supt.  7238 
5204  Assistant  Civil  Engineer  7238 
5206  Associate  Civil  Engineer  724 "I- 
5208  Civil  Engineer  72^5 
5210  Sr.  Civil  Engineer  (DW) 

5210  Sr.  Civil  Engineer  (PUC)  724-6 

5210  Sr.  Civil  Engineer  (Port)  7247 
5216  Chief  Surveyor 

5236  Asst,  Electrical  Engineer  7249 

5238  Assoc.  Electrical  Engineer  7254- 

524.2  Sr,  Electrical  Engineer  (PW)  7255 

524-2  Sr.  Electrical  Engineer  (PUC)  7270 

524-2  Sr,  Electrical  Engineer  (Port)  7272 


Asst.  Mechanical  Engineer 
Assoc.  Mechanical  Engineer 
Mechanical  Engineer 
Sr.  Mech,  Engineer  (PW) 
Sr.  Mech.  Engineer  (PUC) 

Sr,  Mech.  Engineer  (Port) 
Planner  IV  Com.  Plan 
Planner  II  Zoning 
City  Planner  V 
Traffic  Survey  Technician 
Material  Testing  Aide 
Material  Testing  Technician 
Jr,  Electrical  Draftsman 
Jr,  Civil  Draftsman 
Sr,  Civil  Draftsman 
Dairy  and  Milk  Inspector 
Chief  Dairy  and  Milk 

Inspector 
Sr,  Food  &  Environmental 

Health  Inspector 
Prin,  Food  &  Environmental 

Health  Inspector 
Chief  Bureau  of  Sanitation  & 

Housing  Inspector 
Plumbing  Inspector 
Chief  Plumbing  Inspector 
Electrical  Inspector 
Chief  Electrical  Inspector 
Building  Inspector 
Transit  Equip,  Supt, 
Asst,  Supt.  Struct.  Maint, 
School  Heating  &  Ventilating 

Supervisor 
Elect.  Transit  Eq-uip,  Superv, 
General.  Laborer  Foreman 
Elect.  Transit  Shop  Foreman 
Carpenter  Foreman 
Locksmith  Foreman 
Electrical  Foreman 
Electrical  Foreman  (Port) 
School  Equip,  Warehouse 
School  Equip,  Warehouse 

Foreman 
Sewer  Repair  Gen.  Foreman 
Sheet  Metal  Worker  General 

Foreman 
Automotive  Mechanic  Foreman 
Automotive  Machinist  Foreman 
PoAver  House  Elect,  Foreman 
Watershed  Keeper  Superv. 
Carpenter  General  Foreman 
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7273  Communicatio  :tb  Lineman  General 

Foreman 
7280  Sewer  Repair  Asst .  Supt. 

7282  Street  Repair  General  Foreman 

7283  Track  and  Maint.  Supt.,  M.R.  (PUG) 
7284.  Utility  General  Foreman 

7315  Automotive  Machinist  Sub- Foreman 

7317  Sr.  District  Water  Serviceman 

7318  Elect.  Maint,  Technician 
7323  Fire  Department  Water  System 
7330  Sr.  General  Utility  Mechanic 
7335  St.  Stationary  Engineer 
7337  Truck  Driver,  Light 

7344-  Carpenter 

7345  Electrician 

7348  Steejnfitter 

7363  Powerhouse  Electrician 

7376  Sheet  Metal  Worker 

7380  Elect.  Transit  Mech.  Sub-Foreman 

7381  Automotive  Mechanic 


7382  Automotive  Mech,  Sub-Foreman 

7388  Utility  Plumber 

7389  Metalsmith 

7395  Ornamental  Iron  Worker 

7410  Automotive  Serviceman 

7464  Voting  Machine  Serviceman 

7514  General  Laborer 

7530  Street  Cleaner 

8I36  Sr.  Confidential  Crime 

Reporter 
8206  Institution  Security  Captain 
8226  ^!useura  Guard 
8228  Sr,  I-Siseum  Guard 
8230  Chief  Huseum  Guard 
8236  Chief  Fire  Alarm 

Dispatcher 
8310  Sheriff's  Lieutenant 
8312  Sheriff's  Captain 
8314-  Chief  Deputy 


Generally,  limited  tenure  authorizations/appointments  will  not  be 
immediately  affected  in  the  following  circumstances. 

1)  Entrance  classification  requiring  "as-needed"  services. 

2)  Limited  tenure  appointments  effective  prior  to  August  22,  1972. 

3)  Such  other  entrance  classifications  as  circumstances  warrant, 

4)  Promotive  classifications. 

F.  EMPLGYMEIIT  OPPORTUNITY  AND  CAREER  DEVELOPMENT  SECTION. 

This  section  was  created  to  help  applicants  who  wish  employTiient  in  the 
City  service  and  to  help  employees  who  wish  to  upgrade  their  skills  for  advance- 
ment. Counselors  are  available  to  discuss  with  individuals  current  employment 
opportunities  and  to  discuss  with  employees  the  various  training  programs  available. 
This  section  services  enployees  in  problems  of  leaves  of  absences,  transfers,  and 
salaries. 

Two  employees  from  the  Examining  Division  \rith   experience  in  coimsel- 
ing  vrere  assigned  to  this  section.  They  are  assisted  on  a  part-time  basis  by  two 
employees  from  our  Payroll  Division.  Additional  employments  will  be  required  to 
assure  that  this  section  will  be  able  to  meet  the  demand  for  these  services, 

G.   IN-SERVICE  TRAINING. 

The  Civil  Service  Commission  has  established  a  major  new  training 
program  for  City  employees  with  instruction  given  by  San  Francisco  City  College, 
This  program  was  created  at  no  additional  cost  to  the  City.  Additionally,  the 
follovdng  five  training  programs  were  again  offered: 


I. 
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Programmer 

Advanced  Ornamental  Horticxilture 

Custodial  Training 

Accounting  Training 

High  School  Diploma 

One  training  program  that  has  proved  highly  successful  in  previous 
years  was  not  fvmded  in  the  current  budget  or  in  several  previous  budgets.  This  is 
the  Employee  Training  Reimbursement  Program  required  to  be  carried  out  under  a 
$5,000  appropriation.  The  program  allows  permanent  enployees  to  attend  a  regular 
college  or  university  of  their  choice  in  order  to  upgrade  their  skills.  Careful 
monitoring  procedures  have  been  established  by  the  Civil  Service  Commission  to 
insure  that  each  coxorse  taken  is  of  actual  value  to  the  employee  in  the  performance 
of  his  or  her  work.  We  urge  that  this  program  be  restored. 

NEW  CITY  COLLEGE  TRAINING  PROGRAM. 

It  was  realized  that  little  or  no  training  programs  were  being  offered 
to  enployees  locked  in  "dead  end"  positions  with  little  or  no  opportunity  for 
advancement.  For  this  reason,  staff  headed  by  Mr.  Thomas  Poulas,  Senior  Personnel 
Analyst,  met  with  members  of  the  San  Francisco  Community  College  District  in  an 
attempt  to  establish  a  training  program,  the  purpose  of  which  was  to  make  avail- 
able to  all  permanent  employees,  at  no  cost,  various  programs  whereby  such  employees 
could  upgrade  their  job  slcills  to  qualify  for  higher  level  positions.  After  three 
successful  meetings,  a  tentative  list  of  courses  was  distributed  to  permanent 
employees  asking  them  to  indicate  what  courses  interested  them.  The  responses  to 
the  inquiry  numbered  1,254-  which  resulted  in  establishing  the  following  training 
programs  for  permanent  employees: 

Accounting 

Fingerprint  Classifying 

Ornamental  Horticiilture 

Typing 

Stenography 

Legal  and  Medical  Stenography 

In  addition,  many  employees  indicated  an  interest  in  enrolling  in  courses  in  super- 
vision which  would  be  beneficial  for  performing  supervisorial  duties  in  their  current 
positions.  To  meet  this  request,  the  following  coizrses  were  offered: 

Introduction  to  Supervision 
Human  Relations  and  Supervision 

Permanent  employees  who  successfully  complete  the  required  cotirses  of 
the  training  program  will  qualify  for  placement  on  the  appropriate  eligible  list 
without  further  examination.  This  training  program  will  provide  eligibles  in  various 
classifications  for  appointment  to  vacancies  and  provides  motivated  employees  an 
opportunity  to  move  upward. 

To  date  512  permanent  employees  are  enrolled  in  the  various  training 
programs.  We  hope  to  expand  this  innovative  program  v;ith  additional  corirses  as  well 
as  exploring  participation  by  San  Francisco  State  University, 
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H.  PERSOMffiL  COUNCIL. 

A  Personnel  Council  was  established  in  January  of  this  year.  Member- 
ship on  the  Council  was  extended  to  P  ersonnel  Officers  in  all  City  departments, 
Monte  R.  Mansir,  a  Principal  Personnel  Analyst  on  the  Corardssion  staff  serves  as 
Chairman,  with  meetings  held  every  two  weeks.  The  Personnel  Council  has  two  general 
purposes:  1)  To  serve  as  a  discussion  forum  for  consideration  of  possible  changes  in 
Civil  Service  policies,  rules  on  procedures,  and  2)  to  receive  suggestions  and 
constructive  criticisms  from  department  representatives  in  order  that  Civil  Service 
can  provide  better  services  to  management  and  employees. 

Comments  from  Departmental  Personnel  Officers  indicate  that  the 
Council  serves  a  much  needed  quasi-official  function  of  exploring  problems  vri.th  aji 
emphasis  on  mutual  satisfactory  solutions.  Guest  speakers  have  made  presentations 
and  responded  to  questions  in  such  areas  as: 

Emergency  Employment  Act  -  Mr.  Robert  Won,  Mayor's  Coordinator 

Meyer- Ml  lias-Brown  Act  -  Mr.  Thomas  Miller,  Executive  Assistant  to 

the  Chief  Administrative  Officer 

Collective  Bargaining  -  Mr.  Richard  liebes.  Research  Director, 

For  Public  Erployees      Services  Employees  Union 

Examinatio-Immediate  -  Mr.  John  Walsh,  Division  Director, 

Testing  Personnel 

Hearing  Officer  -  Mr.  James  Wurm,  Assistant  General  Manager, 

Personnel 

Bench  Mark  Salary  -  Mr.  Mori  Noguchi,  Principal  Personnel 

Project  Analyst 

Civil  Service  Medical  -  Dr.  Reuben  Zuirwalt 

Examinations 

Arrest  Policy  -  Mr.  John  deSoto,  Assistant  Division  Manager, 

Personnel 

Mayor '  s  Request  For  -  Ms ,  JoAnne  Auerbach,  Mayor ' s  Office 

Staffing  Data 

Limited  Tenure  Procediire  -  I-tr.  Donald  Pistolesi,  Principal  Personnel 

Changes  Analyst 

Employment  Service  -  hJr.  Geoffrey  Rothman  -  Ms.  Silvie  Jacobson 
Center  Civil  Service  Staff 

Additionally,  three  inportant  committees  were  appointed  by  the  Council  Chairman  and 
are  now  actively  functioning: 

l)  Griev£ince  Procedure  Revision  -  Mr.  Charles  Gross,  Chairman 
*  2)  Longevity  Pay,  Msrit  Increases  and  Employee  Evaluation 

-  I-t,  John  Beckham,  Chairman 
3)  Retraining  and  Rehabilitation  of  Disabled  Employees 

-  Mrs.  Thelda  Poteer,  Chairwoman 

It  is  anticipated  that  the  Personnel  Council  will  serve  an  expanded 
role  in  the  future  with  emphasis  on  using  the  expertise  of  council  members  in  the 
various  areas  of  personnel  management. 
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I.  FIELD  RECRUITMENT. 

A  special  recruitment  team  has  recently  been  assigned  by  the  (feneral 
Manager,  Personnel  to  conduct  active  field  recruitment.  Selected  for  this  assign- 
ment are  Thomas  Poulas  and  Monte  Mansir.  Emphasis  will  be  to  determine  those 
classifications  where  the  needs  of  the  service  are  not  being  fully  met  by  regular 
recruitment  procedures,  A  plan  of  action  will  soon  be  developed  and  implemented, 
utilizing  departuental  staff  and  resources,  colleges  and  universities,  libraries, 
enqjloynent  centers  and  specialized  technical  and  professional  associations. 

J.  CHARTER,  ADMINISTRATIVE  CODE  AND  CIVIL  SERVICE  COMMISSION  RULE 
MENDMENTS  TO  FACILITATE  ^DDERN  PERSONiEL  OPERATIONS. 

The  Charter  is  the  basic  law  with  regard  to  the  Civil  Service  System 
in  the  City  and  County  of  San  Francisco.  The  Civil  Service  provisions  of  the  Charter 
are  found  in  Sections  8,200  through  8.^06.  In  addition  to  the  Charter,  the 
Administrative  Code  governs  such  personnel  functions  as  nxLlitary  leave,  vacation  and 
sick  leave. 

From  the  basic  charter  language,  the  Civil  Service  Commission  adopts 
rules  or  procedures  and  from  time  to  time  approves  amendments  to  these  rules. 

Following  a  two-year  study  by  a  commttee  which  had  broad  represent- 
ation from  management,  the  Personnel  Depart nsnt  staff  and  employee  organizations, 
the  Civil  Service  Commission  adopted  a  revised  set  of  rules  effective  July  1,  1972, 
The  format  of  the  new  Rules  is  easier  to  understand  than  the  former  rules.  Some 
of  the  Rules  have  changed  significantly.  The  Relinquishment  Rule  has  been  deleted 
and  the  Resignation  Rule  has  been  strengthened  to  provide  a  msthod  by  which  an 
employee  may  return  after  leaving  his  position, 

K,  EMPLOYEE  HANDBOOK. 

Previously,  employees  did  not  have  available  any  manual  informing  them 
of  pertinent  information  relatirg  to  their  employment.  For  this  reason,  an 
Euqjloyee  Handbook  was  designed  which  outlines  enployee  benefits,  employee  responsi- 
bilities and  information  on  examinations,  promotions,  classification  and  training. 
The  handbook  is  being  printed  to  be  distributed  to  new  employees  upon  appointment 
to  positions  in  the  service, 

L,  EMPLOYMEliT  PROGRAMS  FOR  THE  DISADVANTAGED. 

l)  Emergency  Erployment  Act 

The  Civil  Service  Commission  began  ei:ploying  eligible  persons  under 
the  Emergency  Enploynent  Act  grant  beginning  in  August  of  1971,  Currently,  there 
are  1,014  City  enployees  funded  under  the  Emergency  Enployment  Act. 

The  Civil  Service  Commission  has  taken  several  steps  to  assist 
Emergency  En^^loyment  Act  participants  in  gainirg  valuable  work  experience  and  permanent 
erployment , 
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One  of  the  first  steps  taken  by  the  Commission  was  to  separate  EEA 
funded  positions  from  regtilar  temporary  Civil  Service  jobs.  This  means  that  persons 
on  Civil  Service  eligible  placement  lists  may  not  displace  EEA  workers  whose  names 
are  not  on,  or  not  as  high  on  the  list. 

Additionally,  in  some  cases,  experience  gained  in  EEA  and  other 
tenporary  City  jobs  can  be  considered  acceptable  for  some  City  positions  which 
usually  require  more  than  that  amount  of  experience. 

In  order  to  expedite  the  permanent  placement  of  current  United  tenure 
en?3loyees  and  EEA  participants,  Civil  Service  has  initiated  a  new  system  of  examin- 
ations for  many  classes  called  "imr-iediate  testing.  Under  this  system,  an  applicant 
can  apply  for  and,  if  qualified,  take  an  examination  for  the  position  on  the  same 
day  to  be  placed  on  an  eligible  list  for  permanet  enployment , 

Some  EEA  participants  were  hired  for  positions  requiring  work 
experience  that  they  did  not  have.  The  inyention  is  to  provide  them  \-a.th   the 
experience  necessary  to  qualify  for  the  examination. 

Civil  Service  is  continuing  its  effort  to  eliminate  artificial  barriers 
in  the  placement  process,  so  that  EEA  participants  and  all  City  residents  may  have 
a  more  eqiu-table  opportunity  for  City  employnent, 

2)  Youth  Training  Program 

The  Youth  Training  Program  of  the  Civil  Service  Commission  functions 
to  train  disadvantaged  persons  to  qualify  for  City  jobs.  Since  July  1971,  one 
hundred  twenty-five  eligible  poverty  program  enrollees  have  been  trained  for  such 
positions  as  Firemen  and  Conductor-Motorraen.  In  addition,  sixty-three  enrollees 
are  being  trained  for  such  jobs  as  Clerk  Typist,  Stationary  Engineer  and  Assistant 
Counselor, 

Plans  for  the  coming  year  include  the  training  and  placement  in  City 
jobs  of  an  additional  fifty  enrollees. 

Efforts  are  also  being  made  to  secure  funds  from  the  State  Personnel 
Board  for  training  thirty  WIN  participants  under  the  Welfare  Reform  Act  of  1971  for 
clerical  and  technical  jobs  in  the  Department  of  Social  Services, 

IV.  PROBLEMS  TO  EFFECTIVE  PERSONNEL  MANAGEMENT. 

A,  Effects  of  Increased  ^tlgation. 

Considerable  staff  time  and  costs  are  involved  in  litigation  concern- 
ing examination  matters,  rights  of  employees  following  separations  from  the  service, 
and  salary  standardization  Procediires,  During  the  past  year  approximately  $60,000 
was  involved  in  litigation  with  regard  to  the  most  recent  Firemen's  examination 
involving  considerable  stai'f  time.  The  City  was  also  sued  by  certain  en^jloyee  groups 
who  felt  the  across  the  board  salary  increase  violated  the  salary  stardardlsation 
provisions  of  the  Charter,  The  petitioners  lost  and  the  City  and  County  was  sustained. 
Another  inportant  piece  of  litigation  contested  the  rights  of  an  employee  to  due 
process  under  the  Civil  Service  Rule  hearing  procediore.  This  case  is  still  pending 
in  court, 
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Exanples  of  Litigation  Costs: 

H2  Firenian  speclsil  examination  costs:    (Approximate  figures;   does  not 
inclxide  Federal  funds,  Fire  Department  costs  in  overtime,   et.) 

1) 
2) 
3) 

5) 
6) 
7) 
8) 


Task  Force 

$1,512 

Court 

7,U0 

Regular  budget,  special  funds 

4,000 

Civil  Service  Meetings 

5,000 

Processing  of  paper  work 

7,910 

Supplies 

750 

Supplemental  budget 

19,000 

Needed  to  conplete 

processing 

20.000 

Total  Direct  Cost  Paid 

$65,612 

From  Budget 

B,.  PROBLEMS  RESULTIKG  FROM  BUDGET  RESTRICTIONS. 

Budget  considerations  directly  affect  personnel  restrictions  and  harper 
department  operations.  With  greater  resources,  more  service  to  City  departments, 
enployees  and  the  public  could  be  provided.  The  department  has  secured  space  at 
4.50  McAllister  Street  while  vacating  the  area  in  Room  160  on  the  first  floor  of  the 
City  Hall,  More  facilities  are  needed  for  interview  rooms  in  the  examination  program. 
We  have  had  to  use  facilities  in  other  City  departments  and  have  received  excellent 
cooperation  in  that  regard. 

Lack  of  replacement  in  reproduction  equipment  does  not  allov/  for  most 
effective  use  of  the  operators  time,  especially  in  the  accelerated  exarai ration  program. 

Breakdown  in  tape  recorders  and  lack  of  sufficient  machines  have  caused 
difficulties  in  maintaining  our  examination  interviews  on  schedule,  >fa.chines  have 
had  to  be  borrowed  at  times.  The  v/ork  efficiency  of  our  reproduction  section  could 
be  greatly  increased  and  thereby  speed  up  the  examination  process  by  the  purchase  of 
a  "Platemaker".  This  item  was  deleted  from  the  budget. 

One  of  the  major  impediments  to  staff  development  is  the  lack  of  budget 
for  conferences  and  seminars  on  testing.  A  limited  number  of  staff  members  were 
able  to  attend  a  minimum  number  of  available  conferences  only  because  fiinds  coiiLd  be 
found  from  other  sources,  such  as  federal  funding. 

C.  PROTESTS 

The  Civil  Service  Commission  through  Rule  revision  has  been  able  to  speed 
up  the  examination  process  to  a  considerable  extent.  However,  the  Charter  limits 
the  authority  of  the  Comrdssion  to  modernize  procedures  by  mandating  certain  obsolete 
procedures.  For  exanple,  the  Commission  is  unable  to  contract  for  standardized 
testing  material  because  the  Charter  permits  inspection  of  the  written  test.  Certain 
other  provisions,  such  as  those  for  Veterans 's  Preference,  are  cumbersome  to  admin- 
ister and  should  be  streamlined. 
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The  effect  of  obsolete  Charter  provisions  is  to  lessen  the  effect- 
iveness of  the  staff  and  the  effectiveness  of  budgeting  by  requiring  costly  protest 
and  appeal  procedures  at  almost  every  step  in  the  examination  process. 

Although  revision  of  the  RuDes  on  July  1,  1972  will  go  far  toward 
limiting  such  delays  to  reasonable  periods,  legal  requirements  of  the  Charter  will 
yet  require  undue  delay.  The  delay  factor  is  especially  serious  to  the  departments 
of  the  City  and  County  when  it  can  be  shown  that  the  best  candidates  for  employment 
eo-e  those  who  will  not  wait  around  for  a  lengthy  period  to  achieve  a  position, 

V.  NEW  EMPHASIS  IN  COMMUNICATIONS. 

Immediately  following  his  appointment  in  December  1971,  Mr.  Bernard  Orsi, 
General  Manager,  Personnel  established  a  series  of  meetings  with  all  major  elements 
that  are  concerned  with  effective  personnel  management  of  City  and  County  operations. 
Each  appointing  officer  was  invited  to  discuss  freely  the  personnel  problems  and 
needs  of  his  department.   Similarly,  representatives  of  the  various  union  organi- 
zations met  v/ith  the  General  Manager  to  offer  their  point  of  view.  Also  at  least 
twice  each  week  regular  staff  meetings  are  chaired  by  the  General  Manager  in  which 
all  Civil  Service  Division  Managers,  Assistant  Division  Managers  and  section  heads 
are  present.  Both  immediate  problems  and  long  range  goals  are  the  subject  of  active 
discussions.  The  emphasis  of  these  staff  meetings  is  to  plan  and  design  the  total 
personnel  management  activities  for  which  the  Civil  Service  Commission  is  respon- 
sible, in  order  that  anticipated  needs  of  the  departments  as  well  as  concerns  of 
employees  can  be  served. 

An  inportant  aspect  of  Civil  Service  Commission  communication  is 
working  closely  with  the  Board  of  Supervisors,  particularly  the  Legislative  and 
Personnel  Committee.  In  this  regard,  the  committee  has  been  advised  by  memoranda  and 
in  person  presentations  of  the  ongoing  staff  work  relative  to  the  bench  mark  method 
of  presenting  salary  data.  Also  in  the  area  of  communication,  various  members  of  the 
staff  have  participated  in;  l)  professional  conferences  such  as  the  Public  Personnel 
Association,  local,  regional  and  national;  2)  special  workshops,  including  one  held 
this  year  in  Asilomar,  and  3)  visits  to  other  personnel  departments  in  major 
California  cities  and  counties.  Finally,  the  General  Manager,  Personnel  has  addressed 
various  groups  of  city  employees  who  are  enrolled  in  classroom  training  programs. 

REVISED  COMMISSION  CALENDAR  PROCEDURES. 

Regular  meetings  of  the  Civil  Service  Commission  are  currently  held  every 
Monday  at  4:00  P.M. 

In  February  1972  the  Commission  revised  its  schediile  of  meetings  to  include 
a  special  2:00  P.M.,  meeting  on  the  first  and  third  Mondays  of  each  month,  for  the 
consideration  of  those  separations  from  city  service  requiring  Commission  action. 
As  the  need  arises,  the  Commission  also  considers  at  these  special  meetings  back- 
ground investigation  appeals  and  other  matters  related  to  examinations  in  varied 
security  classifications.  These  are  all  matters  wherein  the  employee  or  applicant 
has  the  right  to  request  a  closed  hearing. 
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The  regular  meeting  convenes  at  /i:00  P.M.,  for  the  consideration  of 
all  other  regular  Commission  business. 

The  Civil  Service  Commission  meeting  schedule  was  revised  as  a  first 
step  toward  effecting  Increased  efficiency  in  the  conduct  of  Commission  business. 
Previously,  anyone  wishing  to  exercise  his  right  to  requesting  a  closed  hearing  was 
forced  to  wait  Indefinitely  for  his  matter  to  be  heard.  This  resulted  in  the  filing 
of  many  grievances  by  both  the  en^doyee  and/or  his  representative. 

Since  the  revised  schedule  has  been  in  effect,  the  Personnel 
Department  staff  has  increased  the  volume  of  matters  calendared.  More  time  is  pro- 
vided between  meetings  for  meaningful  communication  between  staff  and  the  parties 
concerned.  As  a  result,  the  Commissioners  are  provided  with  the  necessary  inform- 
ation for  the  satisfactory  resolution  of  the  matters  before  them. 

The  second  step  toward  effecting  increased  efficiency  in  the  conduct 
of  Commission  business  was  formulating  the  procedures  necessary  for  removing  certain 
routine  Items  from  the  Civil  Service  Commission  calendar. 

A  list  of  recommended  items  was  prepared  through  the  joint  efforts 
of  the  Commission,  the  General  Manager,  Personnel  and  staff.  No  item  was  included 
that  could  in  any  way  adversely  affect  the  rights  (£•   employees. 

These  items  were  reviewed  with  the  Personnel  Coiincil  to  provide 
the  exchange  of  ideas  with  departmental  representatives.  Meetings  are  still  In 
process  v/ith  employee  organizations  to  hear  their  recommendations  before  iir^Dlement- 
ing  this  procedural  change. 

The  routine  items  that  are  being  deleted  are  essentially  personnel 
transaction  requests  from  appointing  officers  and  employees.  Section  4-. 07  of  ovir 
Rules  eilready  stipiilates  that  formal  Commission  approval  is  not  required  for  certain 
specified  matters  of  this  nature. 

This  modification  in  the  Commission  calendar  procedures  will  go  Into 
effect  in  October  1972.  We  expect  this  deletion  of  routine  items  to  result  in  the 
more  timely  calendaring  and  resolution  of  essential  Commission  matters. 

VI.  GOALS. 

In  view  of  all  the  foregoing,  the  staff  has  been  studying  the  Civil 
Service  provisions  of  the  Charter  with  the  piirpose  of  presenting  proposed  anendments 
to  the  Charter;  to  update  these  provisions,  and  to  delete  language  which  is  obsolete. 
The  staff  will  also  resubmit  a  proposal  to  establish  a  Hearing  Officer  to  hear  dis- 
ciplinary cases  in  place  of  the  appointing  officer.  This  was  prepared  for  submission 
in  Novenier  but  was  not  considered. 

The  staff  will  also  Institute  a  city-wide  classification  study  to 
determine  that  «n  of  the  positions  allocated  to  the  vairious  classes  are  correctly 
classified  and  that  the  class  specifications  are  properly  descriptive  of  the 
positions. 
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The  staff  will  also  submit  proposals  regarding  the  Rule  of  One  certifi- 
cation from  eligibility  lists;  the  expansion  of  the  Commission  to  five  members 
and  a  further  revision  of  the  Rules;  the  amendment  of  waiver  provisions  for 
certification,  and  a  reorganization  of  the  Personnel  Department  to  create  addition- 
al administrative  positions.  This  reorganization  is  necessary  in  order  for  the 
staff  to  absorb  the  tremendous  additional  work-load  in  new  positions  created  and  new 
functions  added. 

Finally,  the  staff  will  make  a  survey  to  investigate  and  report  on 
duplication  of  various  services  provided  by  City  departments.  The  staff  will  also 
make  an  in  depth  research  study  with  recommendations  for  a  merger  of  the  Health 
Service  System,  the  Retirement  System,  and  the  Civil  Service  Personnel  Department, 
consolidating  all  personnel  functions  into  one  department  to  better  serve 
employees. 

An  ever  increasing  volume  of  work  and  demand  for  services  has  occurred 
in  all  divisions  of  the  Personnel  Department.  As  a  result,  the  staff  is  unable 
to  properly  function  under  the  stress  of  insufficient  personnel.  This  office 
will  continue  to  concern  itself  with  inqjlementing  staff  to  levels  which  will 
make  it  possible  to  adequately  perform  our  proper  and  required  functions. 


CIV/L  SERVICE  CO>0'n:SSION 


3^^   UMj 

Bernard  Orsl 

General  Manager,  Personnel 
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SAN  FRANCISCO 


CIVIL  SERVICE  COMMISSION 


ANNUAL   REPORT 

1973 


September  2U,  1973 


The  Honorable 

Joseph  L.  Alioto 

Mayor  of  the  City  and  County 

of  San  Francisco 
Room  200  -  City  Hall 
San  Francisco,  California 

Dear  Mayor  Alioto: 

We  are  pleased  to  submit  herewith  our  Annual  Report  for  the 
year  ending  June  30,  1973*  outlining  the  major  activities  of  the 
Civil  Service  Commission. 

We  wish  to  express  our  sincere  thanks  to  the  members  of  the 
Civil  Service  Commission,  the  Board  of  Supervisors  and  other  public 
officials  for  their  cooperation  and  assistance  in  our  attempt  to 
modernize  Civil  Service. 

Appreciation  is  also   extended  to  civic,  labor  and  employee 
organizations  for  their  interest  and  support. 


Resp^o'tfully, 


//pj 


Bernard  Orsi 

General  Manager,  Personnel 


BO:klc 


ANNUAL  REPORT  -  1973 

CIVIL  SERVICE  COMMISSION 

CITY  AND  COUNTY  OF  SAN  FRANCISCO 


Mr.  Robert  J.  Costello,  President 
Mr.  William  Jack  Chow,  Vice  President 
Mr,  Joseph  C.  Tarantino,  Commissioner 


Bernard  Or si.  General  Msuiager,  Personnel 


The  Civil  Service  Commission  by  Chsirter  is  the 
enqjloyment  and  personnel  department  of  the  City  and  County 
that  determines  appointments  on  the  basis  of  merit  and 
fitness  as  shown  by  appropriate  tests.  The  Commission 
classifies  and  reclassifies  all  places  of  en9)loyment  in 
City  departments,  including  those  exempted  by  Charter, 
Derived  from  the  Charter  provisions  is  the  concept  that 
the  Civil  Service  Commission's  major  responsibility  is 
rendering  service  to  departments  and  employees. 


The  major  accon?)lishments  of  the  Civil  Service 
Personnel  Department  during  the  past  year  included  the 
following: 

1)  Acceleration  of  the  regular  examination  program. 

2)  Iirpleraentation  of  the  bench  mark  salary  survey. 

3)  Inplementation  of  a  Career  Development  Program. 
U)  Charter  review. 

5)  Implementation  of  an  Immediate  Testing  Program. 

6)  In^jlementation  of  a  job  analyses  program  to  meet 

test  compliance  requirements. 
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II.  SALARY  STANDARDIZATION 

A.  Police  and  Fire 

The  Civil  Service  Comndasion  staff  conducts  a  survey  of  all 
California  cities  with  a  population  of  100,000  or  more,  covering  the  rates  of 
compensation  paid  Policemen  and  Firemen  employed  by  these  cities.  This  survey  is 
reported  to  the  Civil  Service  Commission  which  certifies  the  rates  to  the  Board 
of  Supervisors  in  February.  The  stsuff  also  includes  in  its  report  any  additional 
rates  of  pay  paid  to  members  of  the  Police  Department  assigned  to  two-wheel 
motorcycle  traffic  duty  in  the  respective  Police  Department  of  all  cities  in  the 
survey. 

This  procedure  is  repeated  in  August  and  the  Board  of  Supervisors 
thereupon  set  the  rate  of  conpensation  paid  Policemen  and  Firemen  in  regular 
service  in  the  cities  included  in  the  certified  report  of  the  Civil  Service 
Commission  which  resulted  in  an  increase  of  .73^  in  pay. 

For  the  year  1972 -73 >  the  Civil  Service  Commission  included  in  its 
survey  nineteen  (19)  California  cities  which  met  the  Charter  requirement  of 
100,000  population. 

B.  Municipal  Railway  Transit  Operators 

The  Civil  Service  Commission  staff  conducts  a  survey  of  street 
railway  and  bus  systems  in  the  United  States  operating  primarily  within  the 
municipalities  having  a  population  of  not  less  than  500,000,  and  each  such 
system  normally  enploying  not  less  than  500  platform  employees  or  coach  or  bus 
operators.  The  Commission  then  certifies  to  the  Board  of  Supervisors  the 
average  of  the  two  highest  wage  schedules  in  effect  on  July  1  for  comparable 
platform  employees  in  the  systems  certified  in  the  report.  The  Board  of 
Supervisors  thereupon  fixes  a  wage  schedule  which  shall  not  be  in  excess  of  the 
average  of  the  two  highest  wage  schedviles  so  certified  by  the  Civil  Service 
Commission,  The  Commission  also  analyzes  and  recommends  to  the  Board  of 
Supervisors  the  working  conditions  and  the  amount  equivalent  to  the  dollar  value 
of  differentials  in  the  benefits  in  the  Retirement  System,  Health  Service 
System  and  Vacation  allowances. 

For  the  year  1972-73>  the  sxirvey  certified  by  the  Civil  Service 
Commission  showed  that  the  Massachusetts  Bay  Transportation  Authority  and  the 
Chicago  Transit  Authority  paid  the  highest  rates  for  platform  personnel  as  of 
July  1,  and  the  average  of  the  two  was  ^5.32  per  hour.  This  represented  a 
7,85$  increase  in  the  base  pay. 

C.  Crafts 

The  wages  of  craft  employees  working  for  the  City  and  County 
service  are  established  by  the  rates  of  pay  under  collective  bargaining  agree- 
ments in  private  industry  and  such  rate  ip  rpnerally  prevailing  and  paid  in 
San  Francisco. 
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The  Civil  Service  Commission  on  or  prior  to  April  1  of  each  year 
certifies  to  the  Board  of  Supervisors  rates  of  pay  generally  prevailing  for 
crafts  in  City  employment.  The  Board  of  Supervisors  by  Ordinance  adopts  these 
rates  to  be  paid  effective  July  1  following. 

The  Civil  Service  Commission  on  or  before  the  second  Monday  of  July 
reviews  all  craft  rates  and  reports  to  the  Board  of  ^supervisors  any  modifi- 
cations. The  Board  of  Supervisors  by  Ordinances  no  later  than  July  25  revises 
all  craft  rates  and  such  amendments  are  retroactive  to  July  1  for  payment,  and 
in  1972-73  the  average  increase  in  this  category  amounted  to  ^.85$. 

D.  Miscellaneous  Employees  -  Bench  Mark 

The  Board  of  Supervisors  in  March  1972  directed  the  Civil  Service 
Commission  to  implement  the  bench  mark  approach  to  Salary  Standardization  for 
fiscal  year  1973-7ii.  The  Civil  Service  Commission  staff  started  immediately  to 
develop  a  bench  mark  system. 

The  first  step  was  to  list  all  classifications  whose  salaries  are 
established  under  Sections  8.U00  and  S.ljOl  of  the  Charter.  We  then  grouped  into 
"families"  those  occupations  which  are  similar  in  nature  or  had  some  other 
characteristic  which  indicated  that  these  classes  were  "related".  From  each  of 
these  groups,  one  classification  was  selected  as  the  bench  mark  class.  An 
exanple  of  an  occupational  grouping  would  be  professional  engineers,  with 
Junior  Civil  Engineer  as  the  bench  mark  classification. 

A  preliminary  salary  and  wage  survey  was  published  delineating 
family  groupings  and  the  proposed  bench  mark  classifications.  Class  specifi- 
cations for  the  bench  mark  classes  were  sent  to  the  personnel  offices  of  govern- 
mental agencies  in  the  San  Francisco  metropolitan  area,  the  Los  Angeles  area, 
various  school  districts,  the  State  Personnel  Board,  the  University  of 
California  and  the  United  States  Government  for  comparison  with  their  job 
specif icatione.  Personal  visits  were  then  conducted  by  the  s* aff  co  the 
various  jurisdictions  to  study  job  conparability  and  to  collect  salary  data. 
Data  from  private  industry  in  San  Francisco  was  collected  for  the  Commission  by 
the  Bureau  of  Labor  Statistics. 

On  July  3,  1972,  a  letter,  together  with  a  copy  of  the  revised  Salary 
and  Wage  Survey  was  sent  to  all  City  departments  and  the  appointing  officers  were 
invited  to  discuss  the  bench  mark  concept  and  its  inplementation  with  the 
General  Manager,  Personnel  from  the  viewpoint  of  City  management.  All 
interested  parties  were  invited  to  submit  their  views  in  writing  on  any  changes: 
1)  in  the  bench  mark  classification  if  they  felt  that  a  better  classification 
was  more  suitable;  2)  in  moving  a  classification  from  one  family  group  to 
another,  and  3)  in  the  salary  relationships  of  classes  within  any  group. 

The  Civil  Service  Commission  personnel  staff  spent  a  year  preparing 
for  the  bench  mark  survey  before  final  presentation  to  the  Board  of  -Supervisors. 
Meetings  were  held  with  management,  enployee  organizations,  and  other  interested 
parties.  All  material  that  was  submitted  was  evaluated.  It  was  the  Commission's 
hope  that  the  Salary  Standardization  Ordinance  would  accomplish  two  things: 
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1)  Employees  currently  under  data  would  be  brought  up  to  date. 

2)  Internal  relationships  which  historically  have  caused  pro- 

duction as  well  as  morale  problems,  would  be  adjusted. 

The  salary  data  and  conpilation  indicated  that  approximately  two  thirds 
of  the  en5)loyees  are  paid  conpetitively  or  above  prevailing  data,  and  one  third 
are  underpaid  up  to  15$.  The  staff's  r-ecommendation  on  internal  salary  adjust- 
ments and  executive  salaries  hopefully  eradicated  50^1^  of  the  existing  inequities. 
The  staff  recognized  that  the  full  implementation  of  the  bench  mark  system  would 
take  approximately  three  years.  On  January  15,  1973,  the  staff  submitted  to 
the  Commission  for  approval  the  recommended  compensation  schedules  for 
miscellaneous  en^sloyees. 

Following  Commission  approval,  the  salary  recommendations  were  submit- 
ted to  the  Board  of  Supervisors  on  January  31^  1.  ^3-   "he  recommendations  were 
as  follows: 

a)  A  7-1/2  %   increase  for  all  classes  1-1/2%   to  1S%   underpaid. 

h)  k  S%   increase  for  all  classes  S%   to  1  »U.%   underpaid, 

c)  A  2-1/2$  increase  for  all  other  classes. 

On  March  12,  1913 y   the  Board  of  Supervisors  adopted  a  modified 
version  of  the  Commission's  salary  reco.iimendations ,  approving  a  \x%   raise  for  all 
classes  which  were  recommended  for  a  2-1/2$  increase. 

In  preparing  the  salary  survey  for  197U-75,  we  hope  to  inprove  the 
present  bench  mark  system  by  carefully  reviewing  family  groupings,  internal 
family  relationships,  and  designated  bench  mark  classes  and  thus,  resolving  any 
ineqtiities  still  remaining, 

III .  CUSSIFICATION 

At  each  meeting  of  the  Civil  Service  Commission,  the  staff  presents  reports 
recommending  the  classification  of  new  positions  and/or  the  reclassification  of 
existing  positions.  These  reports  include  an  analysis  of  job  factors  resulting 
in  the  classification  recommended,  the  status  rights  of  enployees  and  eligibles 
to  occupy  reclassified  positions,  and  a  recommendation  for  an  amendment  to  the 
Annual  Salary  Ordinance  reflecting  the  classification  action.   During  the  past 
year85l   positions  were  included  in  salary  ordinance  amendments  for  sub- 
mission to  the  Board  of  Supervisors. 

The  following  major  classification  activities  were  undertaken  by  the 
Classification  Section: 

A.  The  staff  established  three  new  classifications  in  the  Sanitary 
Engineering  field  required  for  the  design  of  sewage  treatment  processes.  This  will 
allow  the  City  to  make  mandatory  improvements  in  water  quality  control. 
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B.  The  State  Legislature  passed  Senate  Bill  325  which  made  available  funds 
for  both  capital  improvements  and  operations  in  the  various  transit  systems  in 
California,  including  the  San  Francisco  Municipal  Railway.  The  Civil  Service 
staff  classified  56  new  positions  derived  from  funding  from  that  source  in  order 
to  provide  the  necessary  staff  for  the  Municipal  Railway  to  effectively  improve 
its  operations. 

C.  The  staff  classified  19  new  positions  in  the  Retirement  iystem.  The.';o 
new  positions  are  designed  to  provide  for  an  effective  organization  to  deal  with 
the  handling  of  claims  resulting  from  on-the-job  injuries  incurred  by  Civil 
Service  enployees. 

D.  The  staff  classified  9  new  positions  which  were  established  to  staff 
a  new  Community  Development  Section  in  the  Mayor's  office.  Two  of  the  new 
positions  will  be  assigned  to  the  Department  of  City  Planning.  The  new  section 
will  coordinate  the  activities  of  various  City  departments  and  agencies  involved 
with  federally  assisted  community  development  projects  and  programs. 

E.  The  staff  classified  9  new  stenographic  positions  authorized  in  the 
Board  of  Supervisors  to  provide  specialized  secretarial  services  to  the  members 
of  the  Board.  The  positions  were  allocated  to  a  new  classification  H|)|3 
Stenographic  Aide,  Board  of  Supervisors. 

F.  The  staff  established  a  9 -step  Health  Services  Career  Ladder  offering 
enployees  opportunities  for  advancement  within  the  Community  Mental  Health 
Program.  Employees  can  qualify  for  advancement  to  the  highest  level  entirely 
through  experience  and  training  gained  within  the  career  ladder. 

G.  The  staff  surveyed  the  Food  Service  Worker  Series.  As  a  result  of 
the  study  several  classes  were  consolidated  into  two  new  classes  of  Food  Service 
Worker  and  Senior  Food  Service  Worker.  Other  classes  were  retitled  and  some 
class  specifications  were  amended.  These  actions  established  a  well-defined 
career  pattern  enhsincing  the  promotive  opportunities  for  food  service  personnel, 

H,  A  major  consolidation  was  accomplished  in  the  Teller-Cashier  Series 
reducing  the  number  of  classes  from  seven  to  three* 

I.  The  classification  staff  is  currently  surveying  800  positions  in 
69  clerical  classes,  A  report  will  be  prepared  soon  recommending  the  consoli- 
dation of  these  69  classes  into  approximately  10.  Any  questions  regarding  status 
rights  of  individual  employees  in  the  consolidated  classes  will  have  to  be  re- 
solved. 

In  summary,  during  the  fiscal  year  the  Management  and  Employee  Services 
Division  reviewed  the  duties  of  positions  and  recommended  classification  actior.s 
as  follows: 

New  positions  classified  in  1972-73  budget lOh 

Salary  Ordinance  amendments  submitted 6U 

New  classes  established 6U 

Class  specifications  amended 30 

Classes  consolidated U6 
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IV.   RECRUITMENT  AND  EXAMINATIONS 

A.  UPDATING  OF  CIVIL  SERVICE  COMMISSION  RULES  AND/QR  POLICY  AS  IT  AFFECTS 
THE  EXAMINATION  PROGRAM. 

1)  inuring  this  fiscal  year,  the  Civil  Service  Commission  has  allowed 
to  a  limited  degree  the  processing  of  eligibles  from  Civil  Service  lists  (,  hiring 
procedure)  to  be  undertaken  by  various  City  departments.  Long  lists  of  elig- 
ibles for  Bus  Driver  were  processed  by  the  Public  Utilities  Commission  Personnel 
Office  and  eligible  liijts  for  Eligibility  Worker  and  Social  Service  Worker 
occupations  were  processed  by  the  Department  of  Social  Services  Personnel  Office. 
This  change  in  certification  procedures  (hiring)  has  reduced  the  number  of 
waivers  for  emplojiutnt  because  eligibles  are  offered  en?)loyment  at  an  earlier 
time  and  there  is  less  likelihood  of  losing  candidates  to  other  employment 
outside  tlie  City  service.  This  pri^gram  will  be  greatly  expanded  during  the 
fiscal  year  197lt,  particularly  when  the  Decentralized  Personnel  Unit  of  the 
Department  of  Public  Health  becomes  operational. 

2)  The  Civil  Service  Commission  and  the  Department  of  Public  Health 
in  a  cooperative  joint  effort  were  successful  in  funding  a  Decentralized 
Personnel  Unit  at  the  Department  of  Public  Health.  This  is  the  first  personnel 
unit  staffed  iu  a  department  out.side  the  Civil  Service  which  will  be  able  to 
recruit,  select  and  rank  emplcye-Bs  for  eligible  lists  under  the  authority  of  the 
Civil  Service  Commission.  The  advantage  of  having  a  unit  so  established 
greatly  expands  the  Civil  Service  Commission's  ability  to  recruit  in  the 
neighborhood  communities  of  San  Francisco.  Alsoj  the  number  of  examinations 
given  for  the  Department  of  Public  Health  classifications  will  be  accelerated 
since  the  staff  will  be  utilized  to  provide  job -site  examinations.  This  uMt 
will  also  be  utilized  to  accelerate  the  hiring  process  by  canvassing  eligible 
lists  for  immediate  appointment. 

3)  The  elimination  of  spacific  next  lower  rank  classifications  for 
certain  promotive  examinations  has  been  expanded  from  omt   1973  policy  change  in 
this  area.  This  policy  allows  -nore  employees  in  ''dead  end"  classifications  to 
participate  in  the  examination  process.  The  prior  policy  generated  protests  from 
City  en5)loyees  who  were  not  in  designated  next  lower  ranks  for  a  particular 
promotive  examination.  This  exclusion  of  otherwise  qualified  candidates  has 
been  eliminated  in  those  examinations  which  do  not  require  specific  professional 
and/or  technicsil  skills.  The  current  policy  broadens  the  scope  of  promotive 
participation  and  also  results  in:  l)reducing  the  number  of  protests  from 
employees  for  participation  in  promotive  examinations,  2)  establishment  of 
eligible  lists  at  sai  early  date  due  to  the  benefits  derived  from  #1  above,  and 

3)  the  earlier  appointment  of  eligibles  from  those  lists  due  to  the  benefits 
derived  from  #1  and  #2  above. 

B.  REVISION  OF  EXAMINATION  FORMAT. 

Prior  to  the  preparation  of  an  exaimination,  the  personnel  staff  of  the 
Civil  Service  Commission  undertakes  a  formalized  job  analysis  of  the  positions 
in  the  classification  for  which  the  examination  is  to  be  held.  This  augments 
our  prior  policy  of  relying  heavily  on  the  duties  and  tasks  required  of 
occupations  as  outlined  by  classification  documentation  and  job  audits. 
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C\irrently,  professional  staff  members  of  the  Examination  Division  are  undergoing 
a  six-week  training  course  which  is  described  elsewhere  in  this  report  under  the 
heading  "Test  Conpliance" . 

The  Recruitment  and  Examination  Division  of  the  Personnel  Department  has 
also  expanded  its  recruitment  effort  to  obtain  a  broad  spectrum  of  ccxnraun'.ty 
representatives  on  its  Oral  vjualifications  Appraisal  Interview  Boards.  Tnis  has 
been  generally  well  received  and  has  certainly  proved  beneficial  in  allaying  the 
fears  of  some  minority  examination  participants. 

C.  ACCELERATION  OF  EXAMINATION  PROGRAM. 

Due  primarily  to  the  industrious  clerical  and  professional  staff  of 
this  department,  the  end  product  (certifications)  of  all  of  the  various 
Examination  Division  activities  surpasses  the  goals  of  any  previous  year.  In 
large  measure,  the  increase  in  eligibles  can  be  attributed  to  the  up-dating  and 
modification  of  Civil  Service  Commission  Rules  and  policies  and  the  continued 
revision  in  up-dating  examination  techniques  utilized  in  1973*  The  personnel 
activities  of  Career  Coimseling,  Immediate  Testing  Section,  the  on-going 
promotional  program  at  the  Community  College  for  permanent  enployees,  the 
cooperation  of  community  groups  along  with  the  Human  Rights  Commission  in 
assisting  the  Civil  Service  Commission  in  its  affirmative  action  activities  are 
some  of  the  factors  that  are  related  to  the  increase  of  productivity  in  terms 
of  the  number  of  qualified  eligibles  on  Civil  Service  lists. 

Additionally,  the  continuance  of  the  good  faith  "meet  and  confer" 
sessions  with  enployee  representatives,  departmental  and  community  represent- 
atives which  are  held  prior  to  initiation  of  most  examination  annoxincements 
haT«  also  assisted  this  division  in  increasing  its  volume  of  activities.  These 
"meet  and  confer"  sessions  usually  result  in  the  elimination  or  reduction  of 
protests  relating  to  examination  announcements  prior  to  their  publication. 
Again,  this  type  of  activity  eliminates  formal  protest  hearings  by  the  Civil 
Service  Commission  with  resultant  delays  in  the  publication  of  eligible  lists. 

D.  SPECIAL  PROBLEMS  IN  CONNECTION  WITH  POLICE  AND  FIRE  EXAMINATIONS. 

In  order  to  develop  testing  that  would  meet  Civil  Rights  Act 
requirements  to  be  applied  in  March  1972,  the  Civil  Service  Commission 
employed  three  test  consultants,  Mr.  Leonard  Beckum  and  Mr.  Richard  Shovelson, 
both  of  Stanford  University  and  Frank  Verducci  of  San  Francisco  State  College 
to  prepare  a  validated  examination  for  the  entrance  ramks  of  policeman. 

In  March,  federal  court  action  was  initiated  in  an  attempt  to  pro- 
vide direct  promotion  from  Policeman  to  Captain,  thus  delaying  the  administration 
of  the  Captain's  test  and  later  the  scoring  and  posting  of  the  list.  In 
addition,  testing  for  all  levels  of  the  uniformed  forces  has  been  brought  under 
court  scrutiny.  This  case  was  to  have  been  decided  by  June,  but  a  decision  is 
yet  to  be  reached  as  of  this  report's  date. 
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E.  FIREMAN  EXAMINATION. 

The  H-2  Fireman  examination  was  announced  in  April  1971.  A  federal  court 
case  was  initiated  (WACX)  vs.  Alioto)  and  the  judge  ruled  that  the  Civil  Service 
Commission  had  not  presented  sufficient  evidence  of  the  validity  of  the  September 
18,  1971  written  test,  thus  prohibiting  use  of  the  test. 

Following  the  court  ruling,  the  Commission  employed  three  University  of 
California  professors,  William  Graham,  Ph.D.,  Milton  Blood,  Ph.D.,  and 
Sheldon  Zeddick,  Ph.D.,  to  prepare  a  new  written  test,  in  the  meantime  continuing 
with  the  athletic  test  prepared  by  Frank  Verducci  of  San  Francisco  State  College 
and  with  the  oral  examinations.  The  new  written  test  was  administered  to  the 
52U  remaining  candidates  on  June  9,   1973,  and  the  results  were  submitted  to  the 
court  for  approval. 

Following  is  a  statistical  study  of  the  Recruitment  and  Examination 
Division  activities  for  the  fiscal  year  1972-73  which  reflects  the  signifi- 
cant accon5)lishments  compared  to  the  fiscal  year  1971-72. 


STATISTICAL  SUMMARY  OF  EXAMINATIONS 


NUMBER  OF  EXAMINATION  ANNOUNCEMENTS  PUBLISHED  FOR  YEAR  ENDING  -  JUNE  30,  1973- 

PROMOTIVE      ENTRANCE    TOTALS 

JULY 

AUGUST 

SEPTEMBER 

OCTOBER 

NOVEMBER 

DECEMBER 

JANUARY 

FEBRUARY 

MARCH 

APRIL 

MAY 

JUNE 


lit 

9 

23 

16 

67 

83 

10 

10 

20 

13 

12 

25 

10 

63 

73 

1 

2 

3 

6 

19 

25 

17 

19 

36 

li* 

1$ 

29 

8 

18 

26 

13 

17 

30 

16 

21; 

UO 

GRAND  TOTAL 


UI3 
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NUMBER  OF  ELIGIBLES   AUD  NUMBER  OF  ELIGIBLE  LISTS  POSTED  FOR   YEAR  ENDING-JUNE  30,1973- 


JULY 

AUGUST 

SEPTEMBER 

OCTOBER 

NOVEMBER 

DECEMBER 

JANUARY 

FEBRUARY 

MARCH 

APRIL 

MAY 

JUNE 


PROMOTIVE 

ENTRANCE 

MONTHLlf 

'     TOTAL 

LISTS 

LISTS 
19 

TOTALS 
21 

ELIGIBLES 

2 

5U3 

5 

19 

2U 

U31 

ih 

li* 

28 

551 

15 

29 

Ui 

l,U30 

19 

31 

50 

780 

10 

32 

U2 

361 

13 

30 

U3 

1,5U3 

15 

23 

38 

9U1 

10 

38 

US 

1,112 

11 

23 

3h 

836 

12 

35 

U7 

1,129 

29 

30 

59 

959 

GRAND  TOTALS 

U78 

10,616 

NUMBER  OF  CERTIFICATIONS  FOR  YEAR  ENDING   -  JUNE  30.   1973- 


PERMANENT 


TEMPORARY 


TOTAL 


JULY 

AUGUST 

SEPTEMBER 

OCTOBER 

NOVEMBER 

DECEMBER 

JANUARY 

FEBRUARY 

MARCH 

APRIL 

MAY 

JUNE 


82 

22U 

306 

113 

269 

Itoe 

80 

113 

193 

220 

85 

305 

U02 

191 

593 

U70 

181 

651 

38U 

202 

586 

3kh 

112 

U56 

U06 

88 

U9U 

1*25 

72 

U97 

U28 

170 

598 

366 

129 

U95 

GRAND  TOTALS 


5,576 
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F.  TEST   COMPLIANCE. 

This  year  we  began  to  augment  our  existing  job  analysis  program  with  relation 
to  examination  construction  in  order  to  conply  with  legislation  and  court 
decisions  arising  out  of  Title  VII  of  the  Civil  Rights  Act  of  I96U. 

We  have  contracted  with  the  Selection  Consulting  Center  ( a  division  of  the 
California  State  Personnel  Board  funded  through  an  Intergovernmental  Personnel 
grant),  to  conduct  a  series  of  training  sessions  for  our  staff.  This  training 
covers  the  entire  field  of  test  validation  and  job  relatedness,  including  recent 
coiirt  decisions,  techniques  of  job  analyses,  and  test  validation.  In 
addition,  a  half -day  executive  seminar  scheduled  for  September  28,  1973  will 
give  a  summary  overview  of  the  same  material  to  Commissioners  and  to  interested 
management  personnel. 

Following  these  sessions  the  staff  plans  to  establish  procedures  to  further 
ensure  that  all  selection  devices  are  systematically  reviewed  for  compliance 
with  Equal  Employment  Opportunity  laws  and  guidelines.   In  addition,  it  is 
anticipated  that  priorities  will  be  established  to  validate  tests  in  use  with 
those  tests  administered  to  the  greatest  number  of  candidates  (e.g.  clerical, 
accounting  clerical,  institutional  occupations)  receiving  the  highest  priority. 

G.  IMMEDIATE  TESTING. 

The  Immediate  Testing  Progr  jn  was  instituted  on  August  22,  1972  in  order 
to  accelerate  the  examination  process  and  to  eliminate  the  limited  tenure 
system.  After  one  year  in  operation  it  has  tested  over  22$  classifications 
and  produced  over  6,300  eligible.    The  combination  of  Immediate  Testing  and 
Regular  Testing  Program  has  prod  ced  this  substantial  increase  in  eligibles. 
As  a  result,  very  few  limited  tenure  appointments  have  been  made  since  July  1, 
1973.  After  December  31j  1973>  it  is  anticipated  that  most  ten^jorary  limited 
tenure  appointments  will  cease. 

The  staff's  work  in  modernizing  examination  techniques  was  essential  in 
providing  qualified  eligibles  in  a  short  time.  The  job  analysis  which  precedes 
the  examination  results  in  better  job  related  realistic  rainim\im  requirements 
and  more  relevant  types  of  examinations. 

The  Immediate  Testing  ^rogram  has  had  a  favorable  effect  on  both  the  depart- 
ments and  the  individual  applicant.  It  has  provided  to  the  department  qualified 
personnel  who  have  a  sense  of  seciirity  because  he  knows  his  job  future.   It  has 
provided  the  applicant  with  the  pronpt  knowledge  of  whether  he  has  passed  an 
examination  since  written  and  performance  tests  are  scored  in  his  presence. 

V.  EMPLOYMENT  OPPORTUNITY  AND  CAREER  DEVELOPMENT  SECTION. 

The  Employment  Counseling  Center  was  created  in  August  1972  to  provide  a 
central  employment  assistance  resource  to  both  prospective  and  permanent  City 
employees.  The  center's  current  programs  include  employment  counseling,  career 
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training,  pronotional  programs,  affirmative  action  oriented  recruiting  activities, 
and  development  and  administration  of  training  grant  funded  programs. 

The  counseling  aspect  is  the  focal  point  of  the  center's  operations.  The 
counseling  program  deals  with  each  person  individually,  directing  him  to  employ- 
ment areas  where  he  may  qualify,  and  assisting  him  in  entering  the  examination 
process.  The  creation  of  the  center  is  in  part  an  inplementation  of  the  Civil 
Service  Affirmative  Action  Policy  which  provides  for  counseling  assistance 
especially  to  the  minority  ccramvinities. 

The  response  to  the  counseling  service  has  been  continuous  and  over- 
irfielming  since  the  center's  opening.  The  figures  below  evidence  this  response, 
and  confirm  the  continuing  need  for  this  category  of  public  service. 

TABLE  A: 


Persons  assisted  -  Aiigust  22,  1972  through  June  30,  1973  - 

Male Ueiii  {5S%) 

Female 3933  {hS%) 

*rotal    ~57ll7 

Caucasian  U636  {$}%) 

Black  2712  (31$) 

Asian  612  {   7%) 

Latin  American  h}S  (  S%) 

Other  352  (  US6» 

Total      BTirr 

♦Approximately  30$  of  this  total  represents  persons  who  have 
received  counseling  on  more  than  one  occasion, 

TABLE  B; 

*  Category  of  Assistance  - 

General  Employment  Information. ^318 

Examined  in  Regular  Program I6II 

Eu^jloyed  in  Limited  Tenure  or 

Emergency  Status 253 

Career  Training  Counsclir,g Till 

Disability  Transfers 9 

Employment  Inquiry  Correspondence 

Approximately 2000 

*  Many  persons  receive  more  than  one  category  of  assistance. 

As  a  result  of  the  counseling  services  nximerous  recommendations  have  been 
received  from  a  diversity  of  community  agencies  and  individuals  who  were  able 
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to  obtain  municipal  employment  through  the  center.  This  service  was  cited  in  the 
1972  Grand  Jury  report  as  one  of  the  most  important  innovations  added  to  the 
regular  programs  of  the  Civil  Service  Commission. 

The  Counseling  Center  currently  administers  and  co-sponsors  a  variety  of 
in-service  career  training  programs.  Within  this  function  there  are  several 
program  areas  including:  in-service  promotional  programs,  related  career  train- 
ing, training  reimbursement  programs,  and  the  Management  Training  Program. 

The  in-service  promotional  program  was  initiated  in  May  1972,  and  is  co- 
sponsored  by  the  Comm\mity  College  District.  The  prograun  offers  career 
opportunities  to  en5)loyees  who  may  lack  the  traditional  prerequisites  necessary 
to  participate  in  promotional  series.  At  present  eleven  different  curriculum 
programs  are  avsdlable  free  to  all  permanent  City  enployees.  This  concept  is 
exceptional  as  it  allows  promotion  through  structured  job  related  training 
rather  than  traditional  written  examinations.  Through  this  procedure  enployees 
are  job  ready  at  appointment.  As  of  June  1973*  there  were  approximately  UOO 
employees  enrolled  in  some  phase  of  the  in-service  promotional  program.  The 
first  lists  of  eligibles  graduated  through  this  training  program  will  be 
adopted  later  this  year.  The  program  serves  as  an  excellent  model  of  coopera- 
tion between  public  enployer  and  public  education  for  the  purpose  of  improving 
training  techniques,  retention  and  promotion  of  career  employees,  and 
expansion  of  upward  enployment  opportunity.  By  directing  greater  agency  resource 
to  the  inproved  utilization  of  existing  manpower,  it  is  representative  of 
contemporary  activity  in  public  personnel  administration. 

Related  in-service  training  programs  have  been  offered  to  500  City 
enployees  in  almost  every  job  related  category.  This  includes  the  co- 
sponsoring  of  programs  in  supervisory  training,  office  skills,  municipal  fiscal 
programs,  civil  service  brush-up,  etc.  This  year,  the  Civil  Service  Commission 
has  co-sponsored  a  special  seminar  titled  "Techniques  of  Test  Talking",  -l-his 
program  is  designed  to  assist  any  individual  who  is  seeking  public  ertployment* 
but  who  may  be  unfamiliar  with  oral  and  written  examination  processes.  The 
objective  of  this  type  of  seminar  is  to  familiarize  the  community  with  public 
examination  programs,  and  to  fulfill  a  public  service  aspect  of  the  Commission's 
work , 

Perhaps  the  most  important  training  program  developed  by  the  center  in  this 
fiscal  year  was  the  Management  Training  Program.  This  project  attempts  to  serve 
multiple  needs  through  one  basic  device  including,  uniform  graduate  level  pre- 
appointment  training  for  management  positions,  management  selection  through  the 
use  of  oral  examinations,  and  greatly  expanded  promotional  opoortimity  for 
minorities  and  women.  The  project  is  administered  by  the  Civil  Service  Commission 
with  a  $29,000  grant  from  the  San  Francisco  Foundation.  The  grant  allows  20 
permanent  City  enployees,  without  requiring  a  bachelors  degree,  to  conplete  a 
graduate  syllabus  of  2U  units  in  a  program  specially  designed  for  municipal 
management  positions.   At  the  conclusion  of  the  one  year  classroom  program  the 
20  candidates  will  be  allowed  to  coirpete  promotionally  in  journeyman  level 
management  examinations.  If  this  pilot  is  successful,  it  is  hoped  that  this 
program  can  be  offered  bi-annually  to  provide  a  continuing  resource  of  job  ready 
management  personnels 
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Since  January  1973»  the  center  has  been  actively  involved  in  recruitment 
activity,  general  visibility  recruitment,  specialized  category  recruitment,  and 
affirmative  action  outreach  recruitment.  General  recruitment  has  included  orient- 
ation meetings  at  every  high  school,  college,  and  university  in  this  county.   It 
has  also  involved  meetings  with  several  community  agencies  including  Hunters 
Point-Bayview  Foundation,  Visitation  Valley  Community  Organization,  etc. 

The  specialized  recruitment  program  includes  such  efforts  as  police  recruit- 
ing. In  this  case,  and  with  the  assistance  of  the  Human  rtights  Commission  staiff , 
recruiters  have  interviewed  and  developed  liaison  with  more  than  thirty  local 
agencies.   It  is  the  goal  of  this  Commission  to  recriiit  at  least  one  thousand 
minority  applicants  for  police  positions. 

Other  selective  recruitment  has  included  the  clerical  categories  of 
stenographer  and  transcriber  where  continuing  shortages  of  qualified  personnel 
exist.  Recruiters  have  visited  local  business  schools  and  public  schools 
graduating  individuals  with  these  skills.  In  the  coming  fiscal  year  new  recruit- 
ing devices  will  be  used  in  these  fields  which  will  allow  for  recruitment 
directly  from  current  school  enrollment  by  testing  in  a  classroom  setting  and 
offering  enployment  upon  graduation. 

Outreach  minority  recruitment  involves  continuous  liaison  between  the  Civil 
Service  Commission  and  the  Human  Rights  Commission  staff,  the  staff  of  minority 
agencies,  etc.  The  intent  is  improved  enployment  information  to  minority 
communities,  in  conjunction  with  counseling  and  training  services.  The 
effectiveness  of  this  phase  is  reflected  in  the  Human  Rights  Commission  employ- 
ment data  which  indicates  a  dramatic  increase  in  the  numbers  of  minorities 
recniited  and  employed  through  cooperative  efforts  in  this  fiscal  year. 

The  center's  final  operational  element  involves  developing  new  training 
related  grant  funded  programs.  Besides  developing  the  Management  Training 
Program,  the  center  is  now  conducting  a  funded  feasibility  study  for  the 
California  State  Personnel  Board,  Career  Opportimity  Development  unit.  The 
purpose  of  the  study  is  to  identify  City  departments  that  may  be  willing  to 
analyze  and  restructure  entry  and  sub-entry  classifications  with  the  intent  of 
employing  and  training  the  disadvantaged.  This  is  part  of  a  state-wide  effort  to 
train  and  employ  current  welfare  recipients  under  the  aegis  of  the  California 
Welfare  Reform  Act  of  1971. 

Other  program  development  includes  liaison  wltk  Intergovernmental  Personnel 
Programs  administered  by  the  United  States  Civil  Service  Commission,  and  with 
other  agencies  making  funds  available  to  local  jurisdictions  in  a  variety  of 
categories.  The  center's  function  in  this  area  is  to  identify  funding 
priorities  and  develop  grants  within  those  priorities.  This  may  result  in 
additional  training  and  promotional  opportunities  through  programs  where  outside 
funding  is  available. 

The  Employment  Counseling  Center  represents  an  extremely  successful  project 
for  the  Civil  Service  Commission.  Not  only  has  the  public  response  to  employment 
assistance  been  substantial,  but  also  the  flexible  program  goals  have  allowed  for 
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the  development  of  several  projects  geared  to  inproving  the  public  service 
aspect  of  the  Commission,  in^jroving  community  access  to  this  agency,  and  to  the 
ejqsansion  of  enployment  opportunity  at  every  level  of  City  government. 

VI.   YOUTH  TRAINING  PROGRAM. 

The  Youth  Training  Program  of  the  Civil  Service  Commission  is  federally 
funded  and  sub-contracted  from  the  Concentrated  Enqsloyment  Program  of  San 
Francisco's  Economic  Opportunity  Council.  This  program  trains  the  disadvantaged 
to  qualify  for  jobs  with  the  City  and  County  of  San  Francisco.  Upon  successfiil 
completion  of  training  the  employee  is  eligible  to  take  a  promotional  examin- 
ation for  permanency  in  the  classification  for  which  he  has  been  trained. 

Since  the  program's  inception,  one  hundred  and  forty-three  trainees  have 
been  successful  in  obtaining  regular  budgeted  Civil  Service  positions. 
(Nineteen  are  still  in  training.)  Programs  are  developed  in  areas  where  there 
is  a  continuous  shortage  of  qualified  applicants  and/or  minorities.  Current 
efforts  are  being  made  to  implement  programs  to  train  Clerk-Stenographers  and 
Fare  Collections  Receivers. 


VII.   PERSONNEL  COUNCIL. 

The  Personnel  Council,  established  in  January  of  last  year,  has  continued 
to  serve  an  important  function  in  providing  veuLuable  irqjut  to  the  Civil  Service 
Commission. 

The  Council  is  comprised  of  the  personnel  officers  and  personnel  represent- 
atives of  all  City  departments  and  meets  twice  a  month.  The  meeting  provides  a 
forum  for  the  discussion  of  mutual  problems,  the  development  of  personnel 
policy  and  the  dissemination  of  information. 

The  expertise  and  ability  of  the  departmental  people  provides  a  valuable 
resource  to  the  staff  of  the  Civil  Service  Commission.  The  central  agency  must 
depend  on  the  departments  to  inplement  the  city-wide  policy  and  the  departments 
are  the  first  to  become  aware  of  problem  areas. 

In  addition  to  the  regular  exchange  of  information,  the  Personnel  Council 
made  several  special  investigations  during  the  year.  A  committee  report  was 
submitted  on  the  Charter  requirement  of  the  "Rule  of  One" .  A  survey  indicated 
that  the  "Rule  of  One"  was  definitely  not  the  common  practice  in  other  juris- 
dictions, in  fact,  San  Francisco  was  unique  in  still  retaining  the  "Rule  of  One". 
The  Personnel  Council  recommended  that  a  modified  "Rule  of  Three"  be  adopted. 

Another  committee  investigated  the  problems  surrounding  benefits  accruing  to 
exenqjt  enployees.  The  committee  secured  a  City  Attorney's  opinion  to  clarify  the 
situation. 

The  continuing  efforts  of  the  Civil  Service  Commission  to  eliminate  the 
limited  tenure  system  were  discussed  reg\ilarly  with  the  Council,  and  the  depsa-t- 
ments  were  kept  advised  of  the  latest  developments  and  contributed  regularly  tc 
new  policy. 
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VIII.   CIVIL  SERVICE  CHARTER  REVISION. 

At  its  meeting  of  June  8,  1973,  the  Civil  Service  Commission  proposed 
amendments  to  seven  Civil  Service  sections  of  the  Charter.  These  proposed 
amendments  have  been  submitted  to  the  electorate  for  the  November  election. 

A  special  Charter  Review  Committee  selected  by  the  Civil  Service 
Commission  has  been  meeting  since  January  to  study  the  Civil  Service  provision? 
of  the  Charter  aind  to  make  recommendations  for  amendment.  The  committee  in- 
cluded representatives  of  the  San  Francisco  Labor  Council,  employee  organizations, 
the  League  of  Women  Voters,  department  management  and  the  staff  of  the  Civil 
Service  Commission, 

The  committee  was  directed  to  study  and  to  report  on  the  following 
three  general  areas: 

Examination  and  certification  procedxires 
In-Service  activities 
Pay  and  Conpensation 


deferred. 


The  Charter  sections  dealing  with  pay  and  conpensation  have  been 

The  seven  Charter  sections  proposed  for  amendment  were: 

8.100  -  yiualifications 

8.320  -  Qualifications  of  Applicants 

8.322  -  Protest  of  Written  ijuestions  and  Answers 

8.323  -  Protest  of  Tentative  List  of  Eligibies 
8.330  -  Duration  of  Eligible  Lists 

8.332  -  Temporary  and  Emergency  Appointments 
8.3UO  -  Dismissal  During  Probation  Period 

The  amendments  to  Section  8.322  -  "Protest  of  Written  v^estions  and 
Answers"  and  Section  8.323  -  "Protest  of  Tentative  List  of  Eligibies",  will  elimin- 
ate protest  of  standardised  test  items  used  in  Civil  Service  examinationc .  Tht 
backlog  in  our  examination  program  has  been  severely  criticized  by  Grand  Juries, 
the  League  of  Women  Voters  and  other  groups.  These  studies  conclude  that  we 
are  unable  to  fill  vacancies  as  they  occur  because  test  items  are  available  for 
protest  and  new  test  items  must  be  prepared  for  subsequent  examinations. 

The  passage  of  this  legislation  will  permit  us  to  construct  the  type  of 
examinations  which  will  be  acceptable  in  court.  We  will  be  able  to  buy 
standardized  tests  for  the  first  time  which  have  been  proven  to  be  job  related 
and  in  accord  with  guidelines  established  in  Title  VII  of  the  Civil  Rights  Act. 
To  continue  with  our  present  system  of  permitting  wide-spread  protests  of  test 
items  will  result  in  additional  violations  of  federal  law  insofar  as  testing 
is  concerned. 

The  second  most  important  section  proposed  in  the  charter  amendments 
is  an  amendment  to  Section  8.332  -  "Tenporary  and  Emergency  Appointments",  which 
will  extend  the  current  90-day  non-civil  service  appointment  to  I30  days  with 
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the  approval  of  the  Civil  Service  Commission,  It  is  necessary  that  the  emergency 
appointment  provisions  be  extended  to  cover  those  sections  where  examination 
progress  is  tenqaorarily  delayed  by  court  litigation.  This  type  of  interim 
appointment  procedure  must  be  available  as  a  stop  gap  measure  because  limited 
tenure  appointments  are  being  ended  in  December  of  this  year. 


IX.   STATISTICAL  SUMMARY  OF  AVAILABLE  RESOURCES. 


The  following  is  a  comparison  of  expenditures  for  all  appropriations  for 
year  ending  June  30,  1973! 


Permanent  Salaries 
Temporary  Salaries 
Overtime 

Contractual  Services 
Supplies  and  Materials 
Equipment 

Library  4  Reference  Books 
Membership  Dues 
Actuarial  Evaluation 
Salary  Survey 
f olice  and  Firemen 
Implementation  Training 
Ordinance 


Appropriation    Expenditures 


$  928,123.00 

100, 31'. ^Q 

1,800.00 

U7,631.65 

15,U85.00 

12,017.00 

200.00 

660.35 

8,000.00 

15,750.00 
I42,U68.80 

10,000.00 


856,091. U6 

100,30U.)43 

1,7U6.66 

U7,57U.83 

15,U38.U8 

11,956.87 

195. 7U 

660.35 

6,500.00 

15,618.15 

lii,592  .liii 


Totals 


$1,182,UU7.19      $1, 070,679. Ul 


Supplemental  Appropriation  .requests  approved  and  inclaa^  d  in  ibove  indicated 

pjioiinLi;: 


Permanent  Salaries 

Contractual  Services 

Equipment 

Iirplementation  of  Tradning  Ordinance 


$70,159.00 

5,570.00 

9,009.00 

10,000.00 


Total  (not  including  fringe  benefits) 


$9h, 738.00 
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